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alive after five. 


a 


And no wonder—electricity 

does the work—helps today’s 
smart women of letters turn out 
such truly beautiful work in 

so little time, with so little effort 
and so pleasing to the boss. 
Remington. Bland 


Division of SPERRY RAND CORPORATION 





Tell him about the new, completely different . . . 
COMPTOMETER” magnetic Dictation-Transcription machine 



















Imagine how much faster and better you could transcribe if your boss 
gave you dictation entirely free from confusing errors or corrections. You 
would have more time for executive assistance, filing, making appoint- 
ments and answering routine correspondence. All this is possible when 
your boss dictates on a new Comptometer Dictation-Transcription machine. 
... It’s magnetic. The entire message or any part can be completely erased 
or replaced by a corrected phrase or word. Much simpler for you to 
operate, too. A single foot pedal controls all. Ask your boss to try this great 
new advance in dictation. He’ll like its error-erasing feature, its re-usable 
Mylar* belts that last for thousands of dictations without ever wearing 
out. And you'll both like the new Hi-Fi voice reproduction, unlike today’s 
conventional dictation machines. Send in coupon for complete facts. Your 
boss will compliment you on your judgment. 
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DICTATION’'S GREATEST TRIUMPH! 








The new Comptometer 


= 


1887 


The first dictation 
machine with 
fragile wax cylin- 
ders that had to 


> 





1939 


The first record 
type dictation. 
Disadvantage: 
costly, breakable, 





1948 


First flexible 
plastic belt. A 
definite advance, 
but still costly, 


TODAY 


The amazing 
Comptometer 
Erase-O-Matic 
belt. Never wears 
out, can be used 
indefinitely, er- 
rors can be erased 
magnetically. 





Dictation-Transcription Machine, 

the world famous Comptometer 
Adding-Caiculating Machine, and the 
new Comptograph 10-key Calculating- 
Adding Machine are products of 

Feit & Tarrant Mfg. Co., 

Chicago 22, Ill. 
















be re-surfaced. only one use one use. 























RE-USABLE SELTS NEVER WEAR OUT nes eras 
Comptometer Dictation Division 


Felt & Tarrant Mfg. Co. 
1708 Marshfield St., Chicago 22, Illinois 


Gentlemen: Without cost or obligation to me, 


MAIL 
COUPON 
TODAY please 


(_] Send complete information 


Comptometer’s Erase-O-Matic belts, made from miracle 
Mylar*, can be reused thousands of times—a tremendous 
economy feature. They are renewed magnetically, in just 
three seconds, without removing from machine. 


HI-FI VOICE REPRODUCTION 





[] Arrange an office demonstration 
Comptometer’s magnetic dictation means high fidelity— 


true, authentic reproduction of your voice, making it 


NAME died ccecoscsessessonssnsoosssonssuseseessorssseseess 
easier to understand for faster, more perfect transcrip- 
tion. CIT __i-c:ss estibnscthsshcrsnanathtindesennstisiliiaiasalitesilbitiaeriiiialidiin 
YOU ARE INVITED TO TRY THIS YEARS AHEAD COMPTOMETER On A Eee Aad A aA Alin ec 
IN A FREE OFFICE TRIAL OR DEMONSTRATION 
ciTY . COUNTY.................... STATE 


*DU PONT'’S TRADEMARK FOR ITS POLYESTER FILM 











TODAY’S SECRETARY e February, 1956 l 





TODAY'S 


SECRETARY 


to 


FOUNDED AS THE CREGG WRITER IN 1898 
Volume 58, Number 6 


February, 1956 


I I nines baitioaiehemipehaasbndonanivninemenvnns tuibeeconsuaabipaiincs 6 
Mature Outlook Marks Superior Secretary.............0..ccccssccscsssssessessesseees 1.1. Branden 8 
I ar PDs eo at nsheoinnin saan deeniblennuntalents Vary Jollon 10 
I IIe NN aces enevecianomncqpinntbenaancubdepitadindennonss E. Lillian Hutchinson 14 


The Personnel Touch—The Female Boss—Friend or Foe ?..................0 Kay Butner 15 
Dr Oe ek Fier Wri CONG iia ciiictescnncsccncsivnerscicendcenssossonnenes John P. Whitcomb 16 


Secretarial Skills: Your Kev to Foreign Travel.....................ccccceeeeeees David Schindell 20 





ee NN IN a cacenissdecaarsionteinnsacevctedameestionion David Gunston 22 
NE a IN CII ciao sweden lei secicsandedepenenicalacensscsnasonssoncantacean flan C. Lloyd 26 
eA NII tock concdiciphin co noceioptatedciaiaiesemesiccnaateanbiaeuueibannanoaasacaniiel Florence Elaine Ulrich 37 
SO Se COUNT eis eccns incccrccésnesoscsessinncsnivensomtunivbtoaeesdscsnpaettvassaanuabiacenenbeesiansnoteeyeten 18 
NINE AF UNNI scsincrsivdastlesvehiiparvncdonensneides rtche siateshps cohen saavivopa cia natasampedionnionecisensag deptimaasetagioiebesttaiaensiinta 5] 
NE Me PI TN. eva cas cessnmsipevonnclavnneiviicnisnntsuvebiecbehsevekteimivbanioninbenn’ Loraine Larkin 60 
en Ne TT TUREIIINS 2 oeiiicncericcenircctetecieirtienns Helen Waterman 63 
GOOD LOOKS 

SE ie een RIES Iie sts dececesaenncnpncancnennnncnnetnninbdnivoniitinns 28 
a NS SEES TE ae eee EC nk eS ean A NNR on oS re 30 
I am NO 5 Ta ac cl ans gm anon Ushi seat iNn 31 
Gs ih. IE IIE WINN i cess senitconecccusiexevensacuisucinccinacessccecteed Helen Whitcomb 32 
Sah CN SUR cid aaaradscncacieminnnbbnalineesiatnessvainaeuenbeeunneesbeciocinceedeen . o4 
IY TOD iss ciiecscsesnssennisgdtligttanenincineuidiiannintasvanlasiccapaanibcenairtnasenelontnnneiainetanbasiameaiaenaiceinte 62 
IN SHORTHAND 

On a Ne Pa aa ote id a chee a pease cobeasasnsdicive tpsnemestccneOnreauonsnanal Mary H. Zimmerman 18 
ASE NIN 5c snc ccarca cas peta nde gleivubo elesocaebedcaeacoabestneionasteiostaadbieisl Raymond Dreyfack 24 
EE TOHURE Gai APOE UO a icrceicceissssesictceessvnccnsecsscossssinsceseens R. Robert Rosenberg 44 
NS ERR Se EEE rere nee NRE Rene Te ee EET Duane Valentry 45 
Se eI ial bnccttencsesies ichasd pele ckeinnesdonadcanadnmnaiaasnicinbsanaeannebenin Rollie Hochstein 46 
Flash Reading: The Doctor Who Became a Writer..................:0000 Elsie Leffingwell 47 
SECRETARIAL SKILL BUILDING 

Shorthand Penmanship: Junior and Senior OGA Tests... .ccccessseescetseteneeseeeseeseeeeees 38 
Typewriting Arrangement: Junior and Senior OAT Tests.........ccceeeseeecseeeseeeeeeeeeseees 39 
Typewriting Speed: Competent Typist Test 10 
I Un NN sc apa ic Sada ese ansebsdectcreos vad eiceiendivengpinnsaindesenbieviasdesbassesebts tl 








Publisher and Business Manager: & WALTER EDWARDS 

Editor: JAMES BOLGER 

Vanaging Editor: SALLY CLARKE 

Technical Editor: MERRITTA BROWN 

Editorial Consultant: ALAN €. LLOYD, PH.D. 

Shorthand Editor: CHARLES E. 201 BEK 

Typewriting Editor: HAROLD H. SMITH 

Assistant Editors: MARY E. JOLLON ¢© ELEANOR M. PERZ © ROBERTA G. PAVLt 

Special Layouts: JACK MARZULLO 

Editorial Associates: E. LILLIAN HUTCHINSON, R. ROBERT ROSENBERG, 

CHARLES RADER, KAY BUTNER, CHARLES LEE SWEM 

Circulation Manager: FLORENCE E. ULRICH 

Advertising Representatives: Atlanta 3—stokes HENRY, McGraw-Hill, 801 Rhodes-Haverty 
Building, WAlnut 5778. Chicago 11—ray wiecert, McGraw-Hill, 520 N. Michigan Avenue, 
MOhawk 4-5800. Dallas 1—jyames casu, McGraw-Hill. First National Bank Building, 
PRospect 7-5064. Los Angeles 17—cene FrunLING, McGraw-Hill, 1111 Wilshire Boulevard, 


MAdison 6-4323. San Francisco—t. EVANS WYCKOFF, McGraw-Hill, 68 Post Street, DOuglas 
2-4600. 


PUBLISHED MONTHLY, EXCEPT JULY AND AUGUST. BY GREGG PUBLISHING DIVISION, 
McGRAW-HILL BOOK COMPANY. INC... AT MeCALL STREET. DAYTON 1. OHIO. SUBSCRIP- 
TION, EDITORIAL AND EXECUTIVE OFFICES AT 330 W. 42 STREET, NEW YORK 36, N. Y. 
SUBSCRIPTION RATES: UNITED STATES AND POSSESSIONS—$3.00 A YEAR, $5.00 TWO YEARS: CANADA— 
$3.25 4 year, $5.50 FOR TWO YEARS: ALL OTHER COUNTRIES, $4.00 4 YEAR, $7.00 FoR TWO YEARS. 

COND-CLASS MAIL PRIVILEGES AUTHORIZED AT DAYTON, OHIO. COPYRIGHT, 1956, BY GREGG PUB- 


LISHING NIVISION, McCRAW-HILL BOOK COMPANY, INC. PRINTED IN THE U.S, A. 


TODAY'S SECRETARY e¢ February, 1956 





TODAYS 
=| tel] a Nag 





N OUR COVER—a two-piece co-ordinate 
O that will probably earn the title of 
“The Most Versatile Outfit of the Year” 
in your wardrobe. The straight, kick- 
pleated skirt, of Burlington “lino-iron” 
(a washable, no-iron linen) comes in 
navy, avocado, coral, and beige. The 
sweater, fashioned of a high-bulk orlon, 
comes in complimenting shades of white, 
mint, pink, and toast. Interest is focused 
on the embroidered collar—which ties in 
a bow—and a detachable front tab that 
matches the skirt. By Shirley Falk of 
Algene. 

Wear them together or wear them sep- 
arately—you may even want several at 
the budget price of only $8.95 a set. Sizes 
8-16. At the Hahne Company, Newark; 
Sanger Brothers, Dallas; and Joslin Dry 
Goods, Denver. 


Aid to Job Hunters 


LOOKING FOR A NEW Jos? Or possibly 
moving to another city? On page 63 of 
this issue, you'll find a listing of reputable 
employment agencies that can help you 
solve your job-hunting problem. 

The Employment Agency Directory 
will be a standard feature in Topay’s 
Secretary from now on. And whether 
you want a job in your own vicinity or 
whether you want to move to a new 
locality, the Directory can be your guide. 


Women Who Work 


Dip you KNow that there were more 
women with jobs in 1955 than at any 
other time in the nation’s history? 

Secretary of Labor James P. Mitchell, 
characterizes the work of women as an 
important factor in the continued eco- 
nomic progress of the United States. And, 
with the increased importance of wom- 
en’s position in the working world, there 
has been corresponding legislation to 
better their working conditions. Equal 
pay laws for women were enacted during 
1955 in Arkansas, Colorado, and Oregon. 
“The action of these three states,” says 
Mrs. Alice K. Leopold, Assistant to the 
Secretary of Labor for Women’s Affairs, 
“points to a growing recognition of wom- 
en’s economic status through the removal 
of wage discrimination based on sex.” 

(Continued on page 4) 
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THE CASE OF THE 


WOT DIARY by 


YOUR GIRL FRIDAY 


. and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 
IN that HOT diary: 


“My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘‘vision-engineered" products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary..." 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 
FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace"’. 


=- Mail Coupon Now! —-—.—«=«.9 


(on your compony letterhead) 12 
MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 


1 want to see demonstrated the exclusive color 
/ harmony features of Panama-Beover Products ond 
AC! at the same time receive my FREE Panomo-Beover 


eraser. 








PANAMA-BEA VER 
Ubud abi 


Coast to Coast Distribution 














Name 
MAniFoLp Supp.ies Co. sree 
19 Rector St. New York 6, N. Y. “es Shona 





MERIDIAN EVR-FLAT CARBONS + EYE-SAVER UNIMASTERS * LUSTRA COLORFUL INKED RIBBONS 
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OYE) 


EXCLUSIVE 


“CARBON -GRIPPER” 





1. PATENTEDSLOTS hold original, 
carbon and duplicates securely. 
2.CENTER GUIDE proves a help 

in setting up margins. 
3.DEPTH SCALE tells exactly 
how many lines remain for typing. 











$64 W Monroe it 
Ccage 6. 


19 Mednen Ave. @ 40) Weed to 


Nea York 16.8.1 Pittsburgh 27. Po 
sactosT cossorous oe 





Included FREE with each box 
of Codo Carbon Paper.* The 
“Carbon Gripper” makes typ- 
ing easier — saves wear and 
tear on Ribbons and Carbons. 
Always use one for better 
alignment and better copies. 
Except Typocraft Brand 


Write us 
for name 
of dealer 
nearest 
you. 


ee — MFG. 


CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


79 Madison Ave. 
New York 16, N. Y. 


564 W. Monroe St. 












Chicago 6, Ill. 








future direction of 
women’s work, Mrs. Leopold said: “As 
we move into a new year, our labor mark- 


Concerning the 


et will hold endless resources for women 
who need to work. They will find oppor- 
tunities in occupations that are well es- 
tablished and in the new jobs that will 
come into being through scientific 
other technological 
will be 


progress, 


and 
Women 
in the main stream of economic 
with the horizon them 
practically unlimited.” 


adv ances. 


before 


TS Index Available 


IF YOU WOULD LIKE to receive a copy 
of the index to Volume 57 (September, 
1954, to June, 1955) of Topay’s SEecreE- 
rary, send vour request—with a stamped, 
self-addressed envelope to 

Topay's SECRETARY 

330 W. 42 Street 

New York 36, New York 

There IS a limited available 

and requests will be handled in the order 
in which they are received. 


supply 


Dreams of Foreign Shores 


WHEN ONE OF OUR STAFF PHOTOGRAPH- 
ERS returned from Europe last September 
with pictures of an American secretary 


working in Rome, our first impulse was to 


dash over to the 44th Street pier and 
stow away on the Andrea Doria. (It was 
sailing for sunny Italy the next day 


The experience was repeated when we 
received David Gunston’s storv on Har- 
rict Turner secretary in 
London. 


top American 
But the real test of endurance was vet 
David Schindell’s article, “Sec- 
Skills Key to 
ilmost lost four 
for Topay’s SECRETARY 


to come. 


retarial Your Foreign 


Travel,” staff members 
Fortunately, the 
wanderlust has worn off a bit: but, even 
vet, the New 
York's misty day is all it 
takes to make four voung staffers dre amy- 


sound of the foghorns in 


harbor on a 


eyed once more. 

We hope you'll find our overseas-job 
issue as exciting as we did. And we hope 
vou'll have better luck in realizing your 
ambitions to travel across the wide At- 
lantic! 


Summer Tour 


PossiIBLyY YOUR DESIRE ‘TO 
limited to the idea of a vacation rather 
than a job overseas. If so, you will be 
interested in Wayne University’s Euro- 
pean study tour in comparative educa- 
tion. Personally conducted by Professor 
William Reitz, this ninth annual tour will 
leave Detroit on June, 1956, and return 
September 2, 1956. Qualified persons 
may earn up to eight hours of graduate 
or undergraduate credit. 

The tour is designed for students, 
teachers, and professional people inter- 
ested in the life and culture of Europe. 
It offers opportunity to survey Europe’s 
educational, social, and civic institutions; 
confer with the leaders; visit schools and 
universities; and view Europe’s famous 
landmarks. 

Further details and information may 
be obtained from Dr. William Reitz, Col- 
lege of Education, Wayne University, 
Detroit, Michigan. 


TRAVEL iS 


| 
| 
| 
| 
| 
| 
| 
| 
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what do you think of 
when you think of 


SUEDE? 


Soft, attractively smooth texture? 
Superb quality? 


——s You're absolutely 
~ 


\ correct! So think of 


suede when you cor- 


f / rect typing errors 


SUEDE, of the 
finest, 
\ ture gray rubber that 
‘ ‘A will give the clean- 
est, smudge-free eras- 
ing you have 

seen. 


This superb eraser is also 


made with whisk brush 
(No. 9000 SUEDE 
WHISK). 





today. 


Weldon Roberts Rubber Co. 
365 Sixth Ave., Newark 7, N.J. 


World's Foremost Eraser Specialists 


Correct Mistakes in Any Language 









types her best 
using the 


_Leéoods, COPY HOLDER 


@ all-Metal—one piece 
@ “sight level” convenience 
@ holds postcard to phone book without tipping 


Today’s secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 

. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
ous high, 5” base. So low in cost every typist 
in your office should have one. 


ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 


Record Store 


age P 


720 S. Dearborn Street © Chicago 5, Illinois 





WELDON ROB. 
ERTS ERASER NO. 
' 900 
\ smoothest-tex- 


ever 


Ask your office manager 
or stationer for SUEDE 





| 
| 














Once you've tried it, you'll never give it up 


“It’s wonderful!” Those are the words for how 
you'll feel when you and the new Royal Standard 
Typewriter meet up. 

Try its touch. Light and easy, isn’t it? Now, tabu- 
late a bit . . . with a simple twist of the wrist. Or set 
margins. Click! That’s all you do with Royal’s famous 
*““Magic’’" Margin. 

Try every control key. Easy, aren’t they? They 
were built with you in mind. 


Royal Standard Typewriters are preferred 2'{ to 1 
by people in business who type. Royal Standards are 
rugged. They take less time out for repairs. 


So, how about a free trial? Your Royal Representa- 


® 
RGYAL S tandar d electric * portable 


Roytype“ business supplies 


tive will be glad to bring a new Royal Standard to 
the office. 

This typewriter comes in green, pink, blue, yellow, 
brown and gray. Pick your color. Then, call him and 
tell him which color Royal Standard you would like 
to try. 

They are 
beauties. But 
we warn you 
...once you’ ve 
tried it, you'll 
never .. . no 
never... give 
it up. 
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Royal Typewriter Company, Division of Royal Mc Bee Corporation. 








BEWARE 


of buying any dictionary 
Said to be 
“lust as good”’ as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 


Nothing less than a genuine Merriam- | 


Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster's New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 


Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster’s New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


 Meviam-Webslir 
REG. U. S. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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Business English ..... E, Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 


Ask the kxperts... 


Typewriting ......... Harold H. Smith 
Business Arithmetic ..Vivian W. Kline 
Shorthand .......... Charles E. Zoubek 
SD tates cm windined Gilbert Kahn 





Q. What does the L. S. mean that I often 


see on legal documents ? 


A. Atone time, legal documents had to 
have a wax seal, onto which was pressed 
the family coat-of-arms. The seal was 
placed beside the signature to make the 
document binding. 

In modern days. however. most of us 
do not have a coat-of-arms. wax. or any 
way of bringing the two together if we 
did have them. So. at the spot where the 
seal would ordinarily be. we use L.S.. 
the Latin Locus Sigilli (“In place of the 
seal”). We usually put parentheses 
around the abbreviation to resemble the 
circular design of a seal. 





Q. What is the best procedure to foliow 


in seeking employment in a different state? 


A. Finding a job in another state is not 
easy. Few agencies will be very active 
in your behalf until they are sure that 
you are going to be there. 

One possibility is to buy newspapers 
from several cities of your choice and 
then scan the want ads (a) to see what 
agencies seem to have good listings and 
(6b) to see whether the market is open 
for the skills have to offer. You 
could contact some agencies, citing how 
you got their names and telling them 
something about yourself. In reply you 
might expect some such reassurance as, 
“Yes. you should be able to find a posi- 
tion in this city.” 

Then you will have to “take the 
plunge.” Go to the city of your choice, 
look up some employers or agencies in 
the city papers, and start interviews. 

Since there are secretarial openings 
everywhere, it shouldn't take too long 
to find a position. 


vou 


Q. Will you please explain the use of the 
adverbs direct and directly? 


A. Direct is preferred when one means 
that something is to go straight to a 
person, place, or thing: to go direct to 
Boston; to sell direct to the public. 


Directly conveys the meaning of soon, 
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implying the absence of any intervening 
time: / am coming directly. The train 
will depart directly. 


Q. My employer's birthday is coming soon, 
and I’m not sure whether or not it is proper 
for me to give him a small present. I’ve 
asked the other girls what the custom is, 
and they said that some secretaries give 
their employers gifts and some do not— 
there is no established practice. 


A, It is common courtesy to give one’s 
employer a card on his birthday and at 
Christmastime and for the employer to 
return the compliment. It is also com- 
mon courtesy for the employer to give 
an employee (only if he or she works 
very closely with him) a modest present 
at Christmastime or (conceivably but 
not likely) on birthdays. 

Most companies have policies forbid- 
ding an employer to accept gifts from 
his employees. There are, of course, ex- 
ceptions on special occasions such as 
marriage, the arrival of a child, etc. 

The best thing for you to do is to 
send your employer a simple birthday 
card and let it go at that. 





Q. Why is it that words like re-enact and 
re-elect are hyphenated and other words 
like rearrange, reissue, and react are not? 


A. When the prefix re is added to a 
word beginning with e, the word is 
spelled with a hyphen: re-echo, re-enter, 
re-elect. 

Otherwise, re words are not hyphen- 
ated except when the hyphen is needed 
to distinguish those words from identi- 
cally spelled words of different mean- 
ings: 

to re-mark a paper (to remark to him) ; 

to re-form a mold (to reform a sinner) ; 

to re-cover a sofa (to recover from an 
illness). 


Q. Is it proper for a secretary to hang up 
the coat of a male visitor? I am secretary 
to a doctor in a large hospital and wonder 
if the type of caller we might receive (a 
physician, possibly) makes it advisable for 
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IN DUPLICATING 
\ I HERE! 


. at the touch 
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\\ 110 copies 
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BOOKLET TELLS 
HOW AND WHY 


Mail Coupon Today! 
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THE CORPORATION 


1864 S. Kostner Ave. 





* Chicago 23, Ill. 
Please send free booklet and details on Automation in Duplicating 
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to take the coat and 
{lso. should the 


secretary assist suc ha person in putting on 


me to rise and offer 


hat of a gentleman caller 


his coat when he leaves? 


A. When it comes to the greeting of 
visitors in the office, the secretary should 
act like the 
It would not be 


very much hostess in her 


own home. in poor taste 


to hang up the coat of a male visitor in 


either vou! home or office. The tvpe ot 
caller would make a diflerence. however. 
You certainly would rise and offer to 


take the coat and hat of a plivsician or 
but not of 
As to 
should help in putting on the coat de- 
pends on the the Most 
younger men would resent it. 


a clergyman. an eighteen- or 


twenty-vear-old. whether vou 


age of visitor, 


Vv. In addressing a woman attorney. should 


Esquire be used, or is she p? operly addressed 
as Miss Blank? 


A. We are unable to find any specific 
answer to your question. However, from 
the origin of the title and from its cur- 


feel that 
Esquire is correct only for men attornies. 


rent use in England. we sure 





We 
questions that you have 
ing 
writing, Business Law, Secretarial 


invite you to send us any 


pertain- 
to Business English. Type- 
Arithmetic, 
Filing, Shorthand, or Bookkeep- 
ing. be 
answered by our experts in a per- 


Practice, Business 


Your questions will 


sonal letter and also in this col- 
In the 


tions and answers will be 


umn. column, only ques- 
used— 


no names will be mentioned. 











QO. 


VOUNZ ¢ ler 


W hile onan errand for his company. a 
He iS SUINZ 


the 


k was struck by a car 


the driver for damages. Can he also sue 


company that sent him on the errand? 


A. An employer is responsible for in- 
juries suffered by his employee if in- 
curred while he is engaged in company 
business. This liability is the employer's 
whether the employee is injured while 
using in work, driving 
his employer's car, as in this case, 
being injured by car while 
performing company. 


Q. 


telephone calls, and the operator insists on 


the 


machinery his 
or, 
another’s 
duties for the 
Frequently we receive person-to-person 


being connected at once with 


person 
her party is calling. As a secretary must 
screen calls made to her employer, how can 


she do so effectively 
type of call? 


and tactfully on this 


A. Since the telephone company does 
not charge until the person called is ac- 
tually on the line. you can understand 
the operator's reluctance to put on the 
person calling until your party is already 
n. | have never known an operator to 

‘Continued on page 50) 
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— To Please 


~ TODAY’S 


\2e 
> ‘Secretary 







SEL FOLL 
BOLD 


America’s Favorite 
Lightweight Paper 


Clean, attractive SEA FOAM BOND 
is the secretary's ideal lightweight sheet. 
It lies flat, erases easily, and files com- 
pactly. 


Sea Foam's a time-saver, too — han- 
dles easily and gives the maximum in 
clear readable copies at one typing. 


You'll appreciate the attractive, eco- 
nomical box —no more frayed waste 
sheets — no more messy paper wrap- 
pings. 


Your work demands the lightweight 
sheet made with you in mind. Next time 
you need lightweight for second sheet or 
office forms, be sure you get SEA FOAM 
BOND. 


7/ GOLORKS 


to choose from— 


If your stationery supply house 
doesn't stock SEA FOAM, send for 
samples on your letterhead. 









WRITE — 
Dept. T-! 


BROWNVILLE 
PAPER CO. 
BROWNVILLE, 
NEW YORK 


SEA FOAM BOND 








Not with TICONDEROGA 


Fingers won’t cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 
Try Ticonderoga —it’s Leadfast. 


TICONDEROGA 


THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Division, TS-2 Jersey City 3, N. J. 











ANDLE PAPERS EASY 
TRY FREE SAMPLE 
TACKY-FINGER 


Greaseless, odorless, hygroscopic 
substance. Applied to fingers 
makes collating, handling of 
papers, invoices, money, 
foolproof. One application lasts 
long, but will wash off easily. 


Harmless, non-irritating, works 
by absorbing moisture from the 
air. Three months’ supply only 
50c retail. Try Tacky-Finger 
at our expense now. 


CLIP AND SEND THIS COUPON 
FOR FREE SAMPLE. 
BEBE EEREREREREEEEES 
ci Evans Specialty Co., Inc.—6021 Evans Bidg. @ 
Ld 1800 E. Grace, Richmond 23, Va. a 


Please send FREE SAMPLE of @ 
@ Tacky-Finger. I want to see how it 
€ makes all paper handling easy. 


Nome 





B Address 
BEEBE EERE ES 








THE BOSS SPEAKS OUT 





we Me, Es 


‘M NOT MUCH of a writer; my 
| job is building houses. So, I'm 
just going to put down, informal- 
like, a few random thoughts about 
my friends the secretaries. 

What makes a good secretary? 
It’s the same thing that makes me 
a good real estate man but not 
much of a writer. It’s professional- 
ism. The secretary who has a pro- 
fessional attitude toward her work 
has to be a good, better, best sec- 
retary. 


LETS SEE HOW MY DICTIONARY de- 
fines “professional.” According to 
this authority, professional means: 
: engaged in, appropriate or 
conforming to a profession . . . of 
or pertaining to a special occupa- 
tion... one who pursues as a busi- 
ness some vocation.” 

I chose the above definitions 
from a number of others because 
they are the ones that count from 
my point of view as an employer of 
secretaries. Key words are “appro- 
priate” and “conforming” and “busi- 
ness” and “special occupation.” 
What I'm getting at is this: a secre- 
tary is not a dog walker or a night 
watchman or a cleaning woman. 
She is in business as I am, and ! 
do not expect her to fill in on any 
of these extracurricular activities. 
Her business is to organize my 
business on the office level—to keep 
my files, to type my correspond- 
ence, to order my day . . . among 
many other secretarial duties. 

And I insist on keeping these 
other duties within her line of 
work. I treat her with all the re- 
spect and consideration that is due 
a business associate. I like her to 
treat her position in the same way. 
It is this professional attitude that 
I really admire. It is this business- 
wise approach that sets me whis- 
tling on my way to the office. It is 
this mature outlook that I try to 





ferret out when I’m choosing a 
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Mature Outlook Marks 


Superior Secretary 


BRANDEN 


President, Branden Construction, Inc., Hayward, California 


secretary from those who pass the 
screening and arrive in my office for 
a final interview. 

How to spot this professional at- 
titude is a problem for me. How 
to show it is a problem for the 
would-be secretary. Perhaps the 
signs I look for will serve as sug- 
gestions for other prospective secre- 
taries who want to put their best 
professional attitude forward. For 
convenience, Ill reduce these 
“signs” into three categories: ap- 
pearance, projection, and prepara- 
tion. 


1. APPEARANCE. Among other 
things that a professional secretary 
is not expected to be is a fashion 
model. On the other hand, neither 
is she a fingerpainter or a volley- 
ball star (at least, not at the office! ). 
Since she is a businesswoman, | 
like her to wear clothes that are 
suitable for business. No haute 
couture tunics, thank you. Nor art- 
ist smocks nor bobby-sox. The sec- 
retary who impresses me as a good 
potential business associate wears 
conservative clothes, a nonextreme 
hairdo, and simple accessories. 
Sure, she can choose her favorite 
styles and colors. We like individu- 
ality around here, and we like the 
eye-pleasing aspects of pretty 
grooming. But sensational dress is 
no more businesslike than hanging 
slips or baggy stockings or a shag- 
gy-dog coiffure. 

2. Projection. First off, I'd rather 
have a grammar girl than a glam- 
our girl. So, when a would-be sec- 
retary meets me, she'd better mind 
her “these” and “those.” In a brief 
interview, one of the few ways an 
applicant has of projecting her in- 
telligence and personality is metic- 
ulous speech: correct diction, good 
pronunciation, and a clear voice. 
Projection means letting the other 
fellow know who and what you 


are by the (Continued on page 51) 
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Underwood Bulletin Board 


UNDERWOOD SIMPLIFIES MARGIN CONTROL 








NEW UNDERWOOD ELECTRIC has 
Keyboard Controlled Electric Margins. 
There’s no hunting around for margin con- 
trols. Underwood’s exclusive ‘Keyboard 
Control” puts all operating controls on the 
keyboard. You set margins automatically 
through a convenient key located on the 
right hand side of the keyboard. 


6 
Mer 


fa e 


NEW UNDERWOOD STANDARD has 
Diamond-Set Margins. Long, medium or 
short letter margins are clearly marked 
with green, red and blue diamonds. Just 
slide the margin stops to the corresponding 
diamonds and you're all set! No need to 


the margins 


move the carriage, you see where you set 


. and they're always even! 


DID YOU KNOW? 

On January 7, 1714, the British Patent 
Office granted a patent to Henry Mill, a 
prominent English engineer, for “...An 
artificial machine or method for the im- 
pressing or transcribing of letters singly or 
progressively one after another, as in 
writing, whereby all writings whatsoever 
may be engrossed in paper or parchment 
so neat and exact as not to be distinguished 
from print.” Unfortunately, this first type- 
writer was never actually produced. 


LIKE MORE INFORMATION? 

Get all the facts on the Underwood Elec- 
tric or Underwood Standard. Drop a 
note to Dr. Earl G. Nicks, Manager, 
Business Education Division, Under- 


wood Corporation, One Park Avenue, 
New York 16, N. Y. 


ONE PARK AVENUE, NEW YORK 16, N. ¥. 
































ROMAN 

















PHOTOGRAPHS BY VITO FIORENZA 


STORY BY MARY JOLLON 


Pretty girl, glamour job, fascinating locale. That’s 


the story of Ann Aprile, who lives and works in Rome. 


WO YEARS AGO, a pretty young American, Ann Finocchiaro, stood before the 

famous Fountain of Trevi in Rome. Thoughtfully, she stared at the imposing figures, 
the rushing waters; and then, reaching into her purse, she drew out a coin and tossed it 
into the sparkling pool. As she did so, she voiced the hope of every visitor to the 
Eternal City, “Someday, let me come back!” 

Today, Ann Finocchiaro Aprile smiles each time she passes the Trevi fountain; and, if 
she sometimes throws a coin into its depths, it’s only an extra-precautionary measure. 
For Ann was luckier than many visitors. Her wish was granted—in the grand manner— 
and the Italian capital is now her home. 

Ann’s journey to Rome really started in Brooklyn, New York. Here she grew up, at- 
tended high school and Drake Business College, and became a whiz in typing and short- 
hand. Here, too, she developed a yen to travel, inspired partly by a desire to see the 
native land of her Sicilian parents and partly by her own enthusiastic interest in “anything 
and everything.” 

Months of working and saving followed, and then she took off on her own for Europe. 
Her travels took her to several countries, and finally to Rome. It was a case of love 
at first sight. Ann reveled in the magnificent buildings, the art museums, the ancient 
ruins; she grew to love the teeming markets, the delightful shops, the friendly exu- 
berance of the Italian people. When she boarded the American Export liner, Constitu- 
tion, for the trip home, she was determined to return. 

On board ship, she was introduced to Camillo Aprile, a young Italian who was travel- 
ing to the United States on business. They had fun together—in spite of the language 


A movie setting—with a brand-new heroine. Ann tosses a coin 
into the world-famous Fountain of Trevi. 





Ann starts her busy 


day with a ten-minute 


walk f her fhee. 








There are flower stalls everywhere, and it’s 
hard to resist their colorful charm 


G10 
Poraio 
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Ann takes dictation from her boss, Mr. Perkins, 
manager of American Export Lines’ branch office in Rome. 


Work begins at nine a.m. in a modern office 
12 building on Rome's fashionable Via Vencto. 



























No subways for Ann. She rides 
in an open carriage—to 
enjoy the fresh air, sunshine, and scenery. 


difficulty—but Ann thought it was just the usual 





shipboard friendship, pleasant, but fleeting. Much to 
her surprise, it didn’t end at the dock; and, after an 
“Old Roman Courtship” conducted right in the heart 
of Brooklyn, she consented to become Mrs, Aprile. 

Plans for a big wedding in Brooklyn had to be 
cancelled when Camillo was called back to Rome be- 
cause of the illness of his mother. Two months—and 
miles of red tape—later, his fiancée joined him; and 
they were married in the little church in Piazza di 
Sienna in Rome’s Villa Borghese. A honeymoon at 
Riccione, a small town on the Adriatic, a tour of the 
Italian cities, and then the young couple returned to 
Rome. 

Weeks of fruitless hunting convinced Ann that 
apartments were just as scarce in the city on the Tiber 
as they were in the city on the Gowanus—Brooklyn, 
that is. She and Camillo decided that their best bet 
was to move into the Aprile’s ancestral home near the 
center of the city. Soon they were comfortably set- 
tled there, and a round of parties and teas (in honor 
of the new arrival ) followed. 

Ann found life in Rome far different—and in some 
ways much easier—than it had (Continued on page 42) 


The “Fountain of the Bees” is 
an inviting spot to pause for a 
drink of water, Roman style 
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The phone rings all day, every day. Ann answers in English 
or Italian, speaks both languages fluently. 











BY 
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LILLIAN HUTCHINSON 


words / can be tea: 


Is It “ei” or “ie”? 


Insert either ei or ie, whichever is correct, in the following words. 


l. gr--ve 3. rec--pt 5. bel--ve 


2. t--rce 4. n--ther 6. rev--w 


7. pr--st 


8. c--ling 


Pick the Grammatical Term 


(KEY TO TEASERS ON PAGE 50) 


sers 


9. s--ge 


10. s--ze 


In each of the following sentences, choose the correct definition for the italicized word. 


1. An idiom is an expression (a) that is used by illiterate 


people; (b) that cannot be explained by the usual rules 


joined at the end of a word to change its meaning; 


(c) the second element of a compound word. 


of grammar; (c) that is now considered obsolete. 4. A direct question is (a) a question in its original 
2. An antecedent is a word (a) that appears before form; (b) an impertinent question; (c) a request in 

another word; (b) that has a meaning opposite to the question form. 

meaning of another word; (c) to which a pronoun refers. 5. A complement is (a) a flattering adjective; (b) a com- 


3. A suffix is (a) a syllable or word joined at the beginning 


plete sentence; (c) a word or group of words that 


of a word to change its meaning; (b) a syllable or word completes the sense of the verb. 


What Are These Degrees? 


The following abbreviations represent some of the most frequently encountered academic and pro- 


fessional degrees. What are they? 


i A ee 3. Ph. D. 


5 ae. TD 7. Litt. D. 
2. R. N. 4. A. M. or M. A. » an Be 


E 8. D. D. S. 


am wt 


One Word for a Phrase 


14 


Each of these phrases may be replaced by a single word that conveys the same 
the words? 


1. without meaning to 6. lost consciousness 

2. of his own free will 7. got off the ship 

3. with great emphasis 8. do over again 

4. without thinking 9. to restore to good condition 
5. from time to time 10. bring to a termination 
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9%. B.S. 
10. M. D. 


thought. What are 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director. Popular Science Publishing Company 


The Female Boss—Friend or Foe? . 


ECENTLY, I interviewed a 
| young lady for a position as 
secretary to our classified-adver- 
tising manager. She seemed def- 
initely interested in the job, and I 
was certainly impressed by her 
qualifications and background, All 
was going well until I said that I 
would like her to meet Miss Leon- 
ard, for whom she was to work, 

“Did you say Miss Leonard?” the 
girl asked. 

There was a chill in her voice 
and a new expression on her face. 
| asked her what was wrong. 

“I'm sorry that I’ve taken up 
your time,” she explained, “but I 
simply refuse to work for another 
woman. My last employer was a 
woman, the most high-strung and 
emotional person I’ve ever met. | 
finally had to leave.” 

My protests—that all women 
werent overemotional, that some 
men were, and that Miss Leonard 
was one of our most popular staff 
members—were to no avail. The 
girl thanked me for interviewing 
her and turned down a job for 
which she seemed ideally suited. 


THIS INCIDENT HAS REMAINED IN 
MY MIND ever since. I am well 
aware that many other girls feel 
the same way. There seems to be a 
fairly widespread belief that wom- 
en are harder to work for than 
men and that they are often unfair 
in their dealings with other women. 
Such ideas are misguided, There 
are so many fine woman employers 
and so many good reasons to work 
for a woman, 


In the case of the applicant 
with the ill-tempered boss, I can 
only say that a firm couldn't possibly 
keep a person in a responsible job 
for any length of time if he—or she— 
was causing unhappiness and dis- 
sension among the rest of the em- 
ployees. However, remember bosses 
are human, too, and occasional 
shortcomings should be expected. 

Women have a reputation for be- 
ing good at details. Therefore, they 
may be inclined to supervise their 
employees more carefully than 
men, who often let their secretaries 
work completely on their own. One 
girl told me that her boss, Mrs. 
James, was constantly checking up 
on her to see if she had mailed let- 
ters, distributed memos, etc. Such 
constant supervision caused her to 
feel that her employer had little 
confidence in her ability, and she 
had made up her mind to look for 
another job. 

Not wishing to lose a good work- 
er, I decided to have a chat with 
Mrs. James; and it proved to be 
a most enlightening one. I learned 
that she had once held her secre- 
tarys job, and her conscientious 
feeling about it carried over, even 
in her present position. Hence this 
constant checking. She was sur- 
prised to learn that her attitude 
was so obvious and readily agreed 
to change it. Like all intelligent em- 
ployers, she was willing to accept 
suggestions as well as to make 
them. 

Other secretaries wail that their 
female bosses seem to be afraid 
of losing their jobs to their efficient 
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employees. If a woman is tops in 
her job, she'll have no such fears. 
As a matter of fact, she will give 
her secretary more and more re- 
sponsibility so that she herself can 
attend to other work, But, remem- 
ber, a smart secretary never acts 
as though she is going to take 
over. Women—and men—are not 
happy with domineering, dictato- 
rial secretaries. 

Last, but not woman 
may be more understanding of her 
secretarys problems, for she, too, 
at some time has probably experi- 
enced the same ups-and-downs. 


least, a 


TopAY, WOMEN MAKE UP OVER 
THIRTY PER CENT of our working 
population. More and more of them 
are holding responsible positions. It 
is no longer unusual to find them 
working as office managers, depart- 
ment heads, editors, advertising 
managers, buyers, or publicity di- 
rectors. There are women in gov- 
ernment posts and on the govern- 
ing boards of large corporations. 
These women need good secretaries 
and good secretaries may go farther, 
move faster with these bosses. 

The most important thing to re- 
member is that all prospective em- 
ployers—male or female—are indi- 
viduals. There are good ones, bad 
ones, calm ones, temperamental 
ones in each group. If you keep an 
open mind, look before you leap 
into any job, do your best when 
you're in the job, then things should 
run smoothly. And who knows, 
someday you may be singing the 
praises of your woman boss! 


15 











HOW TO GET ALONG 


JU. XECUTIVES are a special brand of humans. 
iD They are unusually busy, unusually capable, 
often a littke demanding. The pleasant Mr. Ted Smith 
next door, who stops to chat when you're walking 
Bowser, may be quite unlike the harassed Mr. Theo- 
dore J. Smith, who settles down at the big mahogany 
desk at Biddle, Smith, and Biddle. It’s important for 
secretaries to understand what makes executives tick 
and how to get along with them. 

Usually, as a secretary, your primary concern is the 
particular executive you work for. You study his hab- 
its, understand his reactions, and go out of your way 
to please him. But you can make your job—and your 
boss’s—a good deal more pleasant if you do a bit of 
analyzing of his colleagues as well. This means pleas- 
ing not only your boss’s boss, but all the people who 
work with and for your chief. 


\in. THEODORE J. SMITH is treasurer of his firm. He is 
a very large cog in company operations, and his sec- 
retary naturally wields considerable power. Her name 
is Jean, and she is greeted as cordially by the office 
boy as by the Messrs. Biddle. Everybody likes Jean 
because she is considerate and friendly. She realizes 
that, although her boss is one of the top men in the 
company, every employee is important in one way or 
another and deserves VIP treatment. 

It hadn't been quite the same during the reign of 
Cynthia. Cynthia was Mr. Theodore J. Smith’s pre- 
vious secretary. Mr. Smith had found her extremely 
efficient. His letters were always perfectly typed. 
She could spell as well as Mr. Webster, and she never 
hit the 7 when she meant the 6, which is most im- 
portant in a treasurer's secretary. 

But the pressure of the work had made Cynthia a 
bit of a tyrant. She wanted what she wanted when she 
wanted it. And, armed with the might of Mr. Smith’s 
name, she would brook no delay. The office boy 
dreaded her visits, because all too often she insisted 
that he drop everything and run out for coffee for 
Mr. Smith. (Cynthia herself had on occasion been 
seen drinking the “coffee for Mr. Smith.”) But, unless 
the office boy were busy with work for one of the 
Biddles, Cynthia would take no excuses. This not only 
irritated the office boy but blacklisted her with the 
executives whose work he was forced to delay. 


Cynthia had no time for diplomacy, either. She 
liked to get right to the point. One day when she 
pounced on one of the Junior executives with “Are 
these your figures? If so, they can’t possibly be cor- 
rect!” the poor fellow became so confused and em- 
barrassed that from then on he made a practice of us- 
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BY JOHN P. WHITCOMB 


WITH EXECUTIVES 


ing the door at the opposite end of the hall from Miss 
Cynthia. And even now, although he is the much 
esteemed special assistant to Mr. O. P. Biddle, he 
seldom ventures near Cynthia’s former stronghold. 
When Mr. Smith needed a report from an executive, 


Cynthia haunted the man so unmercifully and badgered 








his secretary to such a degree that it took them twice 
as long to get the report finished. 

Jean is quite a different person, and the staff is 
most thankful. Jean knows that she holds a very im- 
portant position, but she always acts in the respect- 
ful manner that becomes a secretary. Jean is earning 
more than some of the junior executives and knows 
more about the company’s affairs than many of the 
executives, but she never shows it in her manner. She 
is courteous and diplomatic at all times. She never 
throws the weight of her position around. 

Jean does not feel that (Messrs. Biddle excluded ) 
her boss is the only important executive on the staff. 
Cynthia considered no lesser light worthy of causing 
Mr. Smith a moment's delay, and would interrupt any 
and all to announce tersely, “You're wanted in Mr. 
Smith's office immediately!” The sales manager, who 
was trying to impress an important customer at the 
time of Cynthia's hostile demand, would give her a 
cold stare and make embarrassed apologies to his 
visitor. Jean, on the other hand, uses the more diplo- 
matic approach of telephoning the sales manager and, 
while making very clear the urgency of the situation, 
will say politely, “Mr. Smith would appreciate it if 
you would come in as soon as possible.” She phrases 
her request in terms of Mr. Smith’s wishes, and she is 
so pleasant that no one can feel resentful. 

If one of the staff members is waiting to see Mr. 
Smith and Jean knows the delay will de more than a 
few moments, she won't let him wait unnecessarily. 
She realizes that everyone's time is valuable in such 
a busy organization, and she endears herself by offer- 
ing to phone him as soon as Mr. Smith’s present visitor 
shows signs of leaving. 

Jean also remembers that a sufficient sprinkling of 
“please” and “thank-you” goes a long way toward win- 
ning co-operation. 


CYNTHIA CONSIDERED HERSELF FAR TOO Busy to bother 
about such trivialities. (And usually she was much 
more busy than Jean because, in return, few people 
went out of their way to make things easier for Cyn- 
thia.) But, because of an exaggerated impression of 
her own importance, Cynthia made work for herself. 
She insisted, for instance, that no one but herself 
could open the department's “mis- (Continued on page 63) 
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OURE A SECRETARY-—a good secretary and a 
i. happy one. But every so often those dreams of far- 
away places loom large and inviting before you. Maybe 
you indulge in them for a few moments and then, with 
a resigned sigh, go back again to the workaday world. 
And yet secretaries, probably more than any other 
group, possess skills that can be the magic carpet for 
transporting them to foreign shores. 

Horizons have broadened for them in direct propor- 
tion to the widening of our country’s interests, both 
in Government and business, throughout the world. In 
the forefront of our global activities and acting as the 
“eyes and ears” of this nation are the personnel sta- 
tioned at the 267 eimbassies, consulates, and legations 


of the United States Department of State’s Foreign 
Service. This world-wide organization serves our na- 


tion in some 77 countries. Through its headquarters, 
in Washington, D.C., passes a constant stream of em- 
ployees going to or returning from these far-flung 
outposts. 


PROMINENT AMONG THE GROUP are the secretaries— 
the newly appointed ones waiting eagerly to hear to 
which hemisphere of the earth they will be sent; the 
veteran secretaries who have just returned from an 
overseas tour eager to start their leave and to see the 
folks back home. Some of the latter are just as much 
excited as the newest employee about their next as- 
signment. If they have recently returned from the 
Far East or Africa, many of them hope that they will 
be going to South America or Western Europe on their 
new tour of duty. The girls from Miami or Seattle 
who have been serving in Karachi or Rome hope that 
they will go either to Cairo or to Stockholm and others, 
hailing from Boston or Phoenix, want to go to Rio or 
to Saigon. 

The secretaries in the Service constitute a cross- 
section of America unrivaled perhaps in any other of 
our nation’s organizations or industries. The small- 
town girl from the Midwest rubs shoulders with girls 
from San Francisco, New Orleans, and Philadelphia; 
Southern accents mingle with New England twang in 
a truly American way. Each individual in her own 
manner contributes her thinking, her customs, and her 
ambitions to the dedicated service of which she is 
such an important part. 

In recruiting secretaries for the Foreign Service, the 
Department of State has certain basic criteria that 
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St. Peter's, Rome 


must necessarily be met. Age limits are from 21 to 35; 
the applicant must be single, in good health, and a 
citizen of at least five years’ standing. She must be a 
high school graduate with a minimum of three years’ 
clerical experience (college training may be substi- 
tuted for experience). Her typing speed must be a 
minimum of 50 words a minute, and she must take 
dictation at not less than 80 words a minute. 

Salaries for secretaries in the Foreign Service are 
good and compare favorably with those in other 
branches of Government or private business. The en- 
trance salary is $3,390 a year, with in-grade increases 
coming each year for satisfactory service. In addition, 
living quarters are either furnished at overseas posts 
or a rental allowance, covering heat, light, and quar- 
ters is paid. In certain areas cost-of-living allowances 
are paid over and above the base salary, and in some 


The Bazaar, Isfahan, Iran 








Snow-covered village, Swiss Alps 





countries so-called hardship allowances ranging from 
10 to 25 per cent differential are added to the pay 
check. In Saigon, for instance, above base salary and 
rental allowances, employees receive a station or cost- 
of-living allowance of $520 and a post differential (or 
hardship-post allowance) of $880 a year. The latter 
is given where climatic or living conditions constitute 
a hardship. In other countries, no allowances other than 
rental are paid because cost-of-living or hardship fac- 
tors do not exist. Travel to and from foreign posts, 
along with personal effects, is paid for them. 

The Department of State follows a promotion-from- 
within policy, and opportunity is given for advance- 
ment to higher-level technical and administrative posi- 
tions. And those secretaries who tire of travel can 
always transfer to equally interesting jobs in the De- 
partment’s headquarters in Washington. 


THE JOB ITSELF may not be very much different from 
the one in Detroit or Denver, It may be quite trying 
at times, especially if a secretary happens to be work- 
ing in a country where the climate and the standard 
of living are vastly different from our own. But the 
interest—even adventure—provided by living in for- 
eign lands more than compensates for any adverse 
features. 

Foreign Service secretaries and typists have paid’ 
vacations just like their counterparts at home, but 
there the resemblance ends! One girl recently com- 
pleted a safari in Africa, another had two weeks on 
the French Riviera. Others go skiing in Switzerland 
or shopping in Hong Kong. Tours of duty range from 
two to three years at a particular post; but, at the con- 
clusion of each tour, Uncle Sam grants about six weeks 
of paid leave in the United States. This home leave is 
is in addition to the overseas vacations. 

While preferences for particular posts will be con- 
sidered and worked out if possible, there is abso- 
lutely no guarantee or promise of fulfilling wishes. 
The secretary who wants to go only to London or 
Paris or Rome will receive a polite “no” and a turn- 
down. The applicant is, in effect, making a blind date 
with Uncle Sam. 


(Continued on page 61) 
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HARRIET TURNER. SECRETARY TO THE HONORABLE 


WINTHROP W. ALDRICH. UNITED STATES AMBASSADOR TO ENGLAND 





NTERESTED IN A JOB rather than a_ vaca- 
tion in the British Isles? Then meet the top Amer- 
ican secretary Britain—dark, elegant, but youthful 
Harriet Turner, who, at 25, is personal secretary to 
the Honorable Winthrop W. Aldrich, G.B.E., United 
States Ambassador to the Court of St. James, London. 


As ONE OF THE MOST RESPONSIBLE PEOPLE in the Amer- 
ican Embassy, and as one who is extremely enthused 
about her highly interesting job in the United States 
Foreign Service, Harriet Turner has some very forth- 
right things to say to other girls thinking of a similar 
career. 

“If you really want to travel and are not afraid 
of breaking away from home,” she says, “then there’s 
no finer job than a position with the Foreign Service.” 

Her own career story offers interest and encourage- 
ment. Hailing from Virginia, she was dead set on the 
idea of world travel as far back as high school days. 
Though relatives smiled, she has pursued that ambi- 
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tion with commendable single-mindedness ever since. 
In 1949, after two vears of college, Harriet took 
post as a clerk with the State Department in nearby 
Washington, D.C. That was the initial step, and 
night school classes in shorthand and political science 
at George Washington University brought the goal 
she had set for herself nearer. Harriet admits that 
she was fortunate in being close to home, Other girls 
with similar ambitions might have to break away 
from their families after graduation and become a 
part of Washington’s already overblown distaff pop- 
ulation. But she feels that if any girl desires a For- 
eign Service post badly enough, she'll consider that 
early start worth facing. 

After graduation from George Washington in 1952, 
Harriet applied for a secretarial post with the Foreign 
Service. In addition to a personal interview, a medical 
examination, and a security check-up, she took ‘an 
extensive written test to qualify for her new rating. 

And then Harriet was handed her first assignment— 
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a post at Cairo, Egypt! But, with the excitement, 
came her first real case of doubts and jitters. 

“I really had to keep my nerve up,” she confesses. 
“But, after the plane journey to the Near East and 
settlement within the Embassy community there, all 
uneasiness vanished.” 

Eighteen months at Cairo molded Harriet into an 
efficient Embassy secretary and were followed by 
seven months deeper south, at Khartoum. After two 
years with the Foreign Service, she qualified for 
the full quota of two months leave and flew home 
after a leisurely Mediterranean holiday. In February, 
1955, she was posted to London and, after a short 
time, was selected by Ambassador Aldrich to replace 
his retiring secretary. 

HARRIET FINDS THAT THE DAY-TO-DAY TASKS of an 
ambassador's secretary are made less mundane than 
those of most other secretarial jobs by the thrilling 
sense of being at the center of American affairs in 
a foreign country. There is so much going on, so 
many interesting people to meet, that the regular 
duties of typing and filing never have time to be- 
come just dull routine. Standard hours are nine to 
six, with a five-day week. But, as the Ambassador's 
right-hand woman, she may occasionally have to work 
irregular hours, often going in on Saturday mornings. 

About 40 per cent of Harriet’s time is spent in 
sorting and routing the Ambassador’s enormous amount 
of mail and keeping a firm check on his daily ap- 
pointments. She works in close conjunction with Mr. 
Moffet, the Ambassador’s executive officer, and with 
Mrs. Aldrich’s private secretary; but her duties do 
not include social appearances. There is a recep- 
tionist who greets the mass of daily visitors seek- 
ing personal interviews with the Ambassador, but Har- 
riet has the job of answering all his phone calls. Her 
own desk is just outside the Ambassador’s office. 

In her present position, Harriet’s generous salary 
is exactly the same as that paid for a comparable 
job in New York or Washington, but it is augmented 
according to local conditions. Stationed in London, 
she receives a $900 annual quarters allowance, geared 
light, Apart- 
ments in London’s West End are scarce, however, and 


to cover apartment rent, and heat. 
the rents probably higher than at home. She man- 
aged to locate a comfortable flat close to the Embassy 
at $1,100 a year. 

Food is excellent in London and not expensive by 
American standards. The same is true of clothing. 
Harriet loves the big London department stores with 
their tailored ready-mades and, when she eventually 
leaves London, she hopes to take a selection of Eng- 
lish coats and suits with her. Most of the stores are 


only a few minutes’ walk from the Embassy. 


LONDON, WITH ITS COSMOPOLITAN POPULACE, its social 


round, its endless entertainment facilities, and_ its 


lack of a language barrier, is unique among embassy 
posts, most closely resembling New York and, in 
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Harriet’s opinion, far surpassing Washington from the 
social and entertainment viewpoints. But conditions 
in Madrid or Ankara, for example, would be very dif- 
ferent, and in Saigon or Caracas, even more unusual. 
Tough, unhealthy, or backward-area posts receive a 
hardship allowance (in Khartoum it reached a 25 
per cent differential of base salary ). 

Social activities in London are largely independent 
and free of the embassy circle whereas, in smaller or 
more remote countries, the social life enfolds most 
of the American community. In London, one seeks out 
one’s own entertainment ( Harriet is most enthusiastic 
about the inexpensively priced theaters ). 

London, too, provides the ideal hopping-off place 
for trips to the Continent, and most Foreign Service 
personnel become acquainted with Paris on odd days’ 
leave. Harriet herself has also been to Scotland for 
a rail-trip vacation and hopes to visit Germany next 
year. All such leave is with pay, but without extra 


+ 


allowances, and ranges from 13 to 26 days a year, 


depending on length of service. 


THERES NO DOUBT ABOUT IT—the United States For- 
holds the 


young girl with a love for seeing new places and meet- 


eign Service unlimited opportunity for 


ing new people. With more American women serving 


abroad than ever before, both in Government and 


in commerce, Harriet Turner is convinced that the 
Service offers the best of two important worlds—se- 
curity, plus extensive travel. 

And she herself is a striking example of what can 


be achieved in an exciting overseas job, even at 25. 


—_— 
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DR. ALAN C. LLOYD Suggests: 


BOOST YOUR TYPING SPEED BY 
SPECIAL “PACING” PRACTICE 







If you'll really stretch, you can add 5 to 10 


words a minute to your speed in an hour’s practice 


OUR TYPING SPEED is in- 

fluenced by many things. Your 
machine—that is obvious. Your pos- 
ture, too. You cannot type fast 
when your wrists drag on the front 
of the machine or when you lean 
backwards instead of sitting up 
straight (or, better, even leaning 
forward a little). 

Your frame of mind _ influences 
your speed, also, You cannot type 
fast when you are afraid to do so. 
You cannot type fast when you 
are distracted, when you are think- 
ing about something else, when 
you are annoyed. 

Another factor is what you type. 
If it is easy copy, you speed up; 
if it is hard, you slow down. If it 
is short, you speed up; if it is long, 
you slow down. If it is simple, you 
speed up; if it is complicated, you 
slow down. If it is familiar, you 
speed up; if it is strange or con- 
tains unusual words, you slow 
down. 

Since you know what these fac- 
tors are, you can make them work 
for you. For example, if you want 
to boost your speed . . . 


BoosTING SPEED requires that you 
use the influential factors so that 
they help rather than hinder you. 
So: 

1. Keep typewriter spic and span. 
Oil rag. Straight machine. Clean. 

2. Double check posture. Both 
feet on the floor. Fingers well 
curved. Shoulders relaxed, elbows 
hanging loosely. Wrists a half inch 
above the machine. Eyes firmly on 
the copy. 


26 


3. Think about speed. Resolve to 
increase it—say, 5 or 10 more words 
a minute. Determine to make the 
effort. 

4. Use special copy, like the five 
paragraphs on the next page. All 
are the same length, but they range 
from very easy to fairly hard. 

5. Follow a special routine that 
will start your fingers flying, and 
then keep them flying. Like this .. . 


THE FIRST THING vou do is boost 
your speed by taking 1-minute 
writings on the first paragraph. It is 
very easy. It is so easy that you 
will type much faster than usual 
without half trving. You do not 
need to push so hard that you load 
your work with errors—in fact, 
don't. Just run downhill easily, 
steadily, the way you always do 
when copy is easier than average. 
Emphasize rhythm and keep-going- 
ness. 

Take at least two 1l-minute tim- 
ings on the paragraph (more, if you 
wish). Between writings, drill on 





THE PLAN 

e Use easy copy and short 
efforts to get the feel of a 
higher typing pace. 

e Then use copy that gradu- 
ally becomes more normal, 
to sustain the new pace. 

© And, use efforts that gradu- 
ally become longer, sustain- 
ing the same pace. 
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the words that proved hard to type 
evenly, accurately. Note the feel of 
your faster tvping—the pace, the 
cadence, the exertion, the steadi- 
ness. Now: 


THE NEXT THING is to switch your 
easy-copy speed over to ordinary 
copy and hold. it for longer than 
one minute, That is where “pacing 
practice” comes in, where Steps 2-9 
in the record form on the next page 
do their job. 

Having gotten the feel of the 
new speed on easy Paragraph 1, 
now try for the same speed on 
fairly easy Paragraph 2. This will 
not be hard to do; Paragraph 2 is 
only a little harder than Paragraph 
1, and you will be thoroughly 
warmed up by now. 

The next and rather obvious step 
is to hold the pace while you type 
through both paragraphs—you'll al- 
most make it, too. 

The rest of the procedure follows 
that pattern: practice another para- 
graph intensively, to apply your 
new pace to harder material; then 
tack that paragraph onto the others 
and hold the pace on the whole 
group. What results? Well. . . 


WHEN YOU TACKLE Step 10, taking 
a 5-minute writing on other mate- 
rial, you should find that you type 
5 to 10 words a minute faster, A 
class of college students averaged 
gains of 12 words a minute. Can 
you equal that? 

Just a “spurt speed”? No, a use- 
ful and holdable speed, a new and 
higher pace of typing. 





Use This Special “Pacing” 


s 


PARAGRAPH 1 4A wise man will hire someone to help him for on 


Copy... 


or 


more of 


cyl: 1.20 these reasons: to get someone who can and will do his work 
Syl: od 
Str: 4.70 better and faster than he can; to get somebody to do things 


that he cannot do himself; or to get somebody who will do a 
«J 


part o 


PARAGRAPH 2 No man in business wants to hire anyone. Unless 


Syl: 1.30 


oes not hire someone just tc 


rich and lonely, he J 

Sir: 5.00 company in the office. He hires people to do his vy 
he values each in proportion to the kind and amount 
that he produces. After all, that is what the wage 


his job cheaper than he can do the job for himself. 


is both 


») have some 


_ ly Ar 
WOrk, anda 


f work 


is for. 


PARAGRAPH 3 If he must lose much time coaching a worker or checking his 


. | 
hh; 


work, the businessman will soon come to the conc 
Syl: 1.40 ) :) 
Str: 5.45 the worker is costing much. The only folks 


his office are thos 


e 
ment well and quickly, whether or not he gives supervision 


PARAGRAPH 4 The most important thing to be remembered by the 


- 2 —_ Ita ntPia ae 2a fn 
Syl: 1.50 hopes for a rewarding office career, therefore, 
Str: 5.77 becoming known as a reliable person is the sure 


4 
| 


ting ahead. Skill in proofreading, let us sugge 
bh fey 
- o 


iggest help when proving the fact that you are 


lusi 


he 


pe 
is 

way 
BT, 


lep 


yn that 


wants in 


too 
who can be trusted to do every assign- 


rson who 
that his 
of get- 
is your 


endable. 


PARAGRAPH 5 But proofreading does not refer to checking the accuracy of 


Syl: 1.60 the typing only. It also concerns checking on such 
Str: 6.00 as names and addresses, amounts, totals, places, da 


so on. The typist has the full responsibility for 


that what he may type is absolutely correct in all 


aii 


letails 
tes, and 
thecking 
letails. 


“Syl” and “Str” indicate average syllables and strokes per word in each paragraph. 


...- and the routines outlined in this record form 


Record your present 5-minute speed on new copy 


Speeds on 1l-minute tests on paragraph 1: First try.........._______ Best try 
Speeds on l-minute tests on paragraph 2: First try........ Best try 


Speeds on l-minute tests on paragraph 3: First try....... Best try 
Speed on 3-minute test covering paragraphs 1, 2, and 3 


Ut. WW lO — 


~~ 


1D 


Speed on 4-minute test covering paragraphs 1, 2, 3, amd 4..........ccccessesseeeeeees 
8. Speeds on 1-minute tests on paragraph 5: First try........ Best try 
¥. Speed on 5-minute test covering paragraphs 1, 2, 3, 4, and 5.0.0... eeeeees 
Finally: Speed on 5-minute test on new copy (use the CTT on page 40) 


TODAY’S SECRETARY @ February, 1956 


Speed on 2-minute test covering both paragraphs 1 and 2 oo... ceeeseeseeeeeeeeeeeeneeeee 


Speeds on 1l-minute tests on paragraph 4: First try....... Best try........ 


Gain: 


WORDS 


12 
24 
36 
48 
60 


12 
24 
36 
48 


ry 
YU 


LP) 
C) 


24 
36 
48 
60 


72 
84 
96 
108 


120 


132 
144 
156 
168 
180 


192 


2n 
aU 


216 
228 


240 


252 
264 
276 
288 


Nr 
YPVV 
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Double-duty basic—Milton Saunders’ bubble-design blouse 
of Swiss lawn, featuring long push-up sleeves and a convertible collar. 
Shown here in the mood of a leisure moment. the blouse 
becomes a practical wardrobe piece for business hours when worn 
under a suit jacket. In black. navy. or aqua. with pink and white dots. 

Sizes 32-38. $8.95. Available at H. P. Wasson, Indianapolis; 


Berger's, Buffalo; and Ruth's. St. Pete rsburg. Florida. 













1 glamorous Toppette by Brod. Clings 
| comfortably to the head. softly cot ering the hair 
with petals of shiny straw satin held by a 
escent band. For added flattery. a puff of 
French silk veiling. In white. bright red. 
navy. brown. black. and a wide range of pastels. 
$3.95. At Bonwit Teller. New York: 
I. L. Hudson. Detroit: 1. Magnin. San 


and Burdine’s. Miami. 





Francisco: 












Twin bou s accent the high hoat 
neckline of this flame-printed 


Swiss cotton hatiste by 





Sir James. The skirt is bouffant, 





and the back sashed with a 


wide hou Sizes 10 16 $25 






, For the store in your area, 





write to Sir James. Ine 


910 S. Los ingeles Street, 






Los Angeles. California 





Rhoda Lee strike a note ot spring u th 





a two-ptece butterfly striped outfit of pongee. 





In turquoise, pink, apricot. and coffee 

Sizes 10-18. Blouse. $3.98. Skirt. $5.98 

Available at Oppenheim Collins. New York: 

The Broadway Department Store. Los Angeles: and 
Sibley, Lindsay, and Curr Company. Rochester, N.) 










Spanking white dacron and cotton broadcloth 


is used by Judy Bond for this strikingly 





handsome Beau Brummel blouse. Six tiers 





of dainty embroidered ruffles form a vestee 





below the collar. with twin-button tab 





closing. About $6. At Filene’s. Boston 
B. Altman, New York; and Marshall Field, Chicago 
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1s fresh and new as the first spring breeze is 
this warm-weather suit by Koret of California. 


1 fashion story in itself is the handsome 


Burma fabric—a blend of rayon, acetate. and 
cotton that looks like India silk. 

It’s hand-washable. easy to iron: and, although 
it has the important “bulky” look, it’s 


as light as a feather in weight. Sizes 10-18. 

In black or white. $19.95. At Macy’s, 

San Francisco; Althea, Inc.. Denver; Norman’s, 
{tlanta; and Mallette’s, Milwaukee. 












New Aid to 


(ood Grooming 





T’S A LIFT to your spirits to look 
a fresh and feel fresh. And _ if 
you're one of the many busy career 
girls who often find it difficult to 
get away from their desks for a 
soap-and-water cleansing, you'll 
find a real boon to good grooming 
in a new do-it-yourself cleanser and 
freshner called “Wash-’N-Dri.” 


DeveLopeD By R. R. Williams, Inc., 
Wash-N-Dri is a moist “towelette” 
—a soft yet strong tissue that un- 
folds to an ample 8%- by 6-inch 
size. Moistened with a fragrant 
cleansing lotion, each towelette 
comes folded and sealed in an al- 
uminum-foil envelope about the 
size of a matchbook. It is ready for 




































immediate use and cleanses and 
freshens the face and the hands 
without the need of water, soap, 
or towel. The cleansing lotion is 
efficient and thorough and air-dries 
quickly, leaving the skin soft and 
smooth—with no harsh, drying, 
after effects. 

And for those special evenings 
when you want to look your best 
for an “after-working-hours” en- 
gagement, use a Wash-N-Dri towel- 
ette for removing tired make-up. 
Youll find that the wafer-thin foil 
envelope takes up minimum space 
in a handbag or pocket. 













Wasu-N-Dri comes in a compact 
box of 21 envelopes for $1. There is 
also a special gift box of 64 en- 
velopes for $2.95. which makes a 
practical and attractive bon-vovage 
present for friends. (You'll want 
one of these for yourself, too, if 
you're doing any traveling. ) 
Available at drug and depart- 
ment stores, the handy package is 
just the right size for a desk drawer. 
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Chirrup! here’s the pantie girdle’ 
legs can’t feel 


ma 


The sum total’s some change! Legs completely free 


in Gossard’s up-shaping and elastic net edging. Your 









figure smooth as a breeze. And it’s all done with 
Gossard’s inside-outside quality. See soon? 


*U.S. Patent #174054 






at leading stores and 
shops or write us, we'll 
tell you where 


#810 boneless pull- 
on of tissue-light elas- 
tic net, satin elastic 
panel. Petite-S-M-L in 
White, $7.95. S-M-L in 
Pink, $7.95; in Black, 
$8.50. Flair uplift #2821 
of sheer nylon all-elas- 
tic, has exclusive con- 
tour straps, embroidered 
nylon marquisette top- 
cups. White. A, B, C. 

$3.95 





































THE H. W. GOSSARD CO. 

111 NORTH CANAL STREET, CHICAGO 6 
New York « San Francisco « Atlanta 

Dallas « Toronto 
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BY HELEN WHITCOMB 





F YOU’VE RECENTLY TRIED ON one of the empire-waistline, skin-tight-throwgh- 
| the-mid-section dresses and sadly taken it off, these exercises are for you. Secretaries 
are particularly prone to developing a little thickening through the middle, with perhaps 
| a spare tire above the waist. These are the hazards of a business girl’s occupation and 
pure poison to a svelte, fashionable appearance. 

Fortunately, your waistline is one of the easiest spots to pare down. It’s usually the 


place you gain weight first and the place that shows best results for your reducing efforts. 

There are three things you can do to get that tape measure where you want it. Start 
by trimming down the calories. You may have slid up the scale just a little, perhaps only 
three or four pounds, but three or four pounds deposited around your waist can be most 
unflattering. Stick to coffee (black) at the coffee break and bravely ask for orange juice 
or lemonade when the gang stops in for malteds. 


YOUR SECOND STEP is to concentrate mentally on reducing your mid-section. Keep remind- 
ing yourself to make every effort to put these muscles to work. Poor posture has a lot to do 
with adding inches. As you sit at your desk or wait for the bus, make it a practice to 
pull your waist up out of your hips. When a letter slips off your desk, don’t turn your 
chair and plop forward to pick it up. Instead, give your waistline a good stretch by bend- 
ing sideways from the waist. And, when you turn around to talk to the girl at the desk 
behind you, swivel your waist instead of your chair. There are countless little ways in 
which you can put these muscles to work—and every little bit helps. 

But, of course, you don’t drop enough letters or swivel around often enough to give 
your torso the kind of treatment required to trim off the extra inches. On these pages are 
six exercises that are designed to do that. We've included six, not because we expect you 
to go through the whole half-dozen every single morning and every single night (though 
you'll get much faster results if you do), but to give you a little variety. Try to do at least 
three of them, and do them religiously twice a day. It won't take more than five minutes 
for each session, Start gradually, doing each exercise no more than four or five times at 
first and then working up to twelve (or twelve for each side). Before you know it. you ll 
have the “whittledest” waist in town! ; 
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Lie flat on your back, hands clasped behind your head. Slowly 
CAs. “ come up to a sitting position and, stretching your arms forward, 
el |Es J ms, % touch your toes. Stretch forward as far as you can. (If you're good, 








Ca we se perhaps you can even touch your nose to your knees, too.) 
. . . 
: Then, clasping your hands behind your head again, lie 

) down slowly. Do only four or five times the first few days 


and gradually work up to twelve. 






Lie flat on your back with your hands 
clasped behind your head. Slowly lift both feet up 

three inches, hold, and then lower slowly. When it becomes easy, 

try this variation. Slowly lift your feet up three inches and then slowly 
spread your legs apart, hold, bring them back together, and lower 
them. Go at this exercise gradually, working up to twelve times. 


Stand with your feet apart. Extend arms straight out at sides, 
shoulder height. Swivel waist to left and bend dt waist 

to touch both hands to floor just beyond your left foot. Your knees can 
be slightly flexed 4f necessary. Return to position and swivel 

to right to touch both hands to floor just beyond right 

foot. Excellent for a spare tire above the 
waist. Begin with twelve times, increase to 24. 


Sit with your legs crossed tailor-fashion. Put finger tips 
behind your ears. Bend waist sideways to the right 
and touch right elbow to floor. Return to upright sitting position and 
touch left elbow to floor. If you want to improve your posture 


at the same time sit against the wall and keep your back — Pro: 
touching the wall throughout the exercise. Start < 
hed * 


with twelve times and work up to 24. 






Lie on the floor with your arms out flat at shoulder 
height, feet placed flat close to your hips. Raise hips as high as you can. 
Tense your hip muscles as tight as possible 

throughout the exercise. Now, starting with your neck, 

s-l-o-w-l-y let each vertebra drop in order 

until gradually your whole spine relaxes onto the floor. 

(Make sure the small of your back touches 

before your hips do.) Count as you come down, at least to 25 before 
your whole spine touches. Work up to 50 

and make 100 your goal. This exercise is very effective 

for waist and abdomen. 






Sit cross-legged. Stretch arms overhead, reaching as 
high as possible. Lower arms at sides to shoulder height. 
Keeping elbows tense, swivel to right until arms 

assume a front- and back-position. Twist back so that arms 
are at sides. Reach up. Lower arms to shoulder height and 
turn to left. An easy exercise that’s very helpful in getting— 
and retaining—a sraall waist. Twist to each side 

twelve times. 




















Everything 
you want 





seers = (FOR YOUR FAMILY 
BLANKETS FOR YOUR HOME 
FASHIONS FOR YOU! 
GIFTWARE 


Ladies, bring new luxury to your home 
WITHOUT SPENDING A PENNY. Form a 
Charm House club among your friends and 
es % get Nationally Advertised merchandise at 
NO COST. Send for your new catalog. It 
contains over 200 pages in full color. 
Choose your gifts from such famous brands 
as Pepperell, Martex, Dormeyer, Universal, 
Benrus, Holmes & Edwards, Detecto, Mor- 

















P gen-Jones and hundreds more. 
club secretaries 
are switching to 


Charm House... WHY? 


@ Each secretary receives a gift for her birthday 
and bigger and better gifts each birthday. 

@ Special Order Department—If the item you want 
is not in the catalog, inquire about it 

@ Huge CASH prize contests. 

@ Prompt, personal service. 

@ Biggest selection of the best quality merchandise 


16” x 31” DECORATOR DISH TOWEL 


FREE 
TO THE FIRST 5000 requests 


New secretaries receive FREE an IMPORTED DAM- 
ASK TABLE CLOTH, 56” x 76° WITH EIGHT NAP- 
— when their first order is received. 








mm 














CHARM HOUSE CLUB PLAN, New Hyde Park 72,N.Y. 


Please send me ABSOLUTELY FREE and WITHOUT 
| OBLIGATION my new Charm House catalog. 


Name 
Address 
City 


a (Serving east of Mississippi River only) : 















FAMOUS BABY GIFT 


Which everyone seems to be demanding. Five of America’s 
top SO corporations present = DATES* to their em- 


pioyees when they have a child 


Sized for an infant's first shoe, NAME DATES* are made 
from the finest baby elkskin obtainable. Hand tasted on 
genuine oak tasts. Baby's first name and date of birth en- 
uaranteed not 
to wear off. Packaged in handsome gift box and Mee 


graved in durable 24 carat gold leaf... & 


anywhere, with your gift —_ 1 eemmnecs for onty + kee 
ppd. Allow 2 weeks for deliv at’ . 


NAME DATE SHOE CO., Dept. 15-2, Box 1503, N.Y. 7, N.Y. 








Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1956's ‘‘101 Ottce Short 
Cuts the most rollicking, comprehensive read- 
1 ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author M agi Max 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 











What Is Your’/1.Q@.“’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D8, Box 401, Palo Alte, California. 

















Today’s Secretary 


Goes Shopping 





Scented Candles, handmade in 
North Carolina, add a friendly touch 
to any room with their cheery appear- 
ance and pleasing tragrance. Each 
candle burns for 35 hours, filling the 
room with the scent of vour choice. 
Packaged in a gift box with four tiny 
natural pine cones. Makes an attrac- 
tive gift or prize. When ordering, 





indicate scent desired—Early Ameri- 
can Bayberry, Carolina Pine, Southern 
Magnolia, Florida Orange Blossom, ot 
Virginia Rose. Candles are $1 each, 
postpaid: 6 for $5. Write Carolina 
Soap and Candle Crafts, Dept. TS-1, 
Pinehurst, North Carolina. 


Sweetheart Pillow is one Valentine 
that no one—trom tots to grandmoth- 
ers—could resist. Gay little pillow is 
striped in blue and white, has perky 
trim. Kapok filled; 12% inches wide. 
A cute and cuddly addition to living 





room, bedroom, or rumpus room. There 
really isn’t a nicer way to ask, “Will 


you be my Valentine?” Pillow is just 
$2.50, postpaid, from Amy Abbott, 
Inc., Dept. TS, P.O. Box 306, Radio 
City Station, New York 19, New York. 


Snowball Sparklers—Aimée Lee’s 
safety pins with glamour. One spears 
revolving stone-set snowballs, the other 
snowballs combined with pseudo 
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pearls. Matching earrings hold a rhine- 
stone-set ball, two pseudo pearls. Pins 
and settings are heavy gold plate 
They're bright accents for daytime, 





date-time, any time. Pins are $2.50 
each; earrings are $2.50 a pair. All 
prices include federal tax and postage. 
Write Aimée Lee, Dept. TS, 545 Fifth 
Avenue, New York 17, New York. 


French Poodle will quickly become 
a household pet. This handsome dog is 
made of beautifully sculptured iron 
and finished in Parkerized pink, white, 
or black. He'll hold up to 2 dozen 
magazines, keeping them all in one 
convenient spot And he ’s bound to be 
the center of attraction whenever you 





have guests. Poodle is 27 inches long, 
22 inches high. He’s $15.95, shipped 
express charges collect, from The 
Lotarius Company, Dept. TS, Box 


494, Pacific Palisades 


California. 


Trava Bag is a must for the traveler 
—whether she’s bound for a job over- 
seas or a weekend in the country. It 
contains everything needed for cleanli- 
ness and comfort—from soap and wash 
cloth to brushes and dusting powder. 
There are 16 items in all, packaged 


OX 


ler 
er- 
It 
ili- 
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in a handy 6- by 9-inch vinyl bag 
with flexi-grip closure. Specially gift 
wrapped, too. Everything is of the 
best quality. Get a Trava Bag for 





yourself, and one for every wandering 
gal you know. Just $6.31, postpaid, 
excise tax included. From Northport 
Products Inc., Dept. TS, 131 Scudder 
Avenue, Northport, Long Island, New 
York. 


Two-in-One Terry Cap, for drying 
hair quickly and comfortably. Cap 
is made of two layers of moisture- 
absorbing terry cloth and can be 
turned inside out for complete drying. 
Keeps hair in place and hastens set- 
ting. Rolls up to fit all head sizes; 





launders like an ordinary towel. Cap 
can also be used at the beach to pro- 
tect hair from sand, wind, and sun. 
Price? Just $1.59, postpaid; two for 
$3, postpaid. Write Terry Roberts, 
Dept. TS, 65 East 93 Street, New 
York, New York. 


Petit Point Bag. Here’s a gift de- 
signed to bring joy to a girl’s heart. 
It’s the handsome twin of an expen- 
sive French model—and even an 
expert would find it hard to tell the 
difference. The carefully loomed tap- 











ACTUAL SIZE - 


2a x 342 wallet 





ideal For Giving to 


@ FRIENDS 
@ RELATIVES 





@ CLASSMATES 
Smart idea for 
K ©@ COLLEGE & J08 
APPLICATIONS oe 
@ PASSPORTS & VISAS 7 
And many other uses ry 











1 site PICTURES 
“WALLE 00 


5. 


of your Graduation portrait 4 






Made on the finest silk-finish, double 
weight paper by the world’s foremost 


DOLLAR with your finished 
graduation picture or glossy print. 
Your original will be returned 
unharmed with order in a very few 
days. Minimum order: 25 pictures 
from one pose. 


WE PAY 
we Parl 










* 


photo producer. Send ONE 


¥S 





i 
‘ 
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LARGA-PIC — BOX Z- 20 
BROOKLINE 46, MASS. 


Enclosed is $ for pictures 


Name 
Address : sida asihcidaisiaaeiaataids 


City Zone( )State 











Box 568 


EMPTY 
NO CLIPS 
TO BUY 
All you do is punch down firmly and 


—PRESTO—papers are securely held 
together. Pays for itself rapidly. 


LANSDALE PRODUCTS CORPORATION 
Lansdale, Pa. 











Don’t Be Sorry © Play Safe! 


TODAY'S SECRETARY CANNOT assume 
responsibility for currency lost in the 
mail. If you register letters or packages 
containing currency, Uncle Sam will reim- 
burse you in the event of nondelivery. 

You can also send a money order or 
check for even small amounts, or buy 
Gregg Awards stamps to send with your 
test papers. 

















SILA MA IRV TL | 


TEMPORARY ReLies 1s NOT EnoucH 
A Only by rene ee xt HAIR ROOT can you | 
b be sure UNWANTED HAIR is GONE FOR. | 
EVER. Brings pad Ket and social papgraess. = 
not use our method until you have read 
instruction book carefully and learned t 
the MAHLER METHOD safely and wmeleatiy. 
Used successfully over 50 years. 


ma NEW BEAUTY 
FOR YOU" 


MAHLER'S INC. DEPT. 85-8. PROVIDENCE 15. &. 1 









iy 


BUILD-A-NAIL . 

new miracle preparation builds LONG, 
GLAMOROUS nails easily and quickly 
as you brush it on. Replaces broken 
nail with a permanent one in minutes. 
Lengthens, strengthens, protects. Stays 
on tight—grows with the nail! Can be 
filed, cut, polished. Sure cure for ‘NAIL 
BITERS’. Complete kit for 25 nails only 
$1.50 ppd. CAROL BEATTY, Dept. 
L2X, 7410 Santa Monica Blvd., Los An- 
geles 46, Calif. FREE GIFT CATA- 
LOGUE included. 
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LIKE A COLLEGE GRADUATE 


have helped thousands of men and women who have not 

had college training in English to become effective speakers, 
writers, and conversationalists. With my new C. 1. METHOD 
you can stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn the “secrets” 
of conversation. You don't have to go back to school. Takes 
only 15 minutes a day at home. Coats little. 32-page booklet 
mailed FREE upon request. Send me a card or letter TODAY! 

Den Bolander, Career Institute 

Dept. 1452, 25 East Jackson, Chicago 4, Illinois 














CPS EXAMINATION CANDIDATES 


Review with the study guide that has helped 
many secretaries pass the CPS exams. Exam 
preparation and writing tips included. Four 
years successful use in the Long Beach, Cali- 
fornia course. Study guide, $3.08; Model an- 
swers, $3.08; Practice exams, $2.08. California 
residents add 3% sales tax. Business Research 
Associates, Inc., P.O. Box 7093, Long Beach 7, 
California. 
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‘or women ell 1. 


==. __ Money- bock guorontee 
4 MULBERRY ST. LYNN, MASS. 
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WALLET SIZE 
PORTRAIT > 20 


PRINTS PAID 
(60 for $29°) 


Perfect portrait 
snapshots for job 
and college appli- 
cations—a lasting 
memento of a 
happy occasion for 
friends and loved 
ones. Send us your 
picture (or neg.) 
with $1.00 for 
each pose — get 
back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay 
SATISFACTION 
ag uAL sae GUARANTEED 
ROY PHOTO SERVICE, Dept. 72 
GPO Box 644, New York 1, N. Y. 












An album for 
your Achievement 
Certificates 


Just as a picture album enhances and 
Preserves your favorite photographs, so 
the Gregg Achievement Record Album pro- 
tects and displays your valued certificates 
of achievement. You can mount your cer- 
tificates for shorthand, typewriting, and 
bookkeeping. Once you have an Album, 
it is permanent evidence of your success 
and achievement 


Order yours today trom the GREGG 
AWARDS DEPARTMENT, 330 West 42 
Street, New York 36, N. Y. One costs 25 
cents; a dozen only $2.50. 








HAVE 


Lovelier Skin 


OR YOUR MONEY BACK 


“BEAUTY IN THE MORNING”’ 
FORMULA +3 
For ‘‘TEENAGE”’ 
COMPLEXION TROUBLES 


This is WONDERFUL! You have never seen anything 
like it 

This Amazing new complexion aid really works WON- 
DERS with blemishes, pimples, enlarged pores, blackheads 
and other externally caused complexion troubles, that are 
not systemic. Gives complexion New Radiance, New Love- 
liness — WITH QUICK 
RESULTS. Cake lasts 
for about 60 days 
Beauty in the Morning 
may be used as a sensa- 
tional FACIAL MASK. 
Also available for 
ADULTS in Formulas one 
and number two 
Formula #3 ts excellent 
for adults with oily skin 
in poor condition 





ORDER SEVERAL BARS NOW 
If not available locally. 
MAIL COUPON TODAY 
Sydney Wickham Associates 
P.O. Box 7251, Dolias 9, Texos 
BEAUTY IN THE MORNING 
Please RUSH Postpaid 
Packages Formula 3 
For “TEEN AGERS" $2.00 Each 
Packages Formula 1 


| 

| 

| 

| 

| 

| ' 
| For Adults with 
| 

l 

| 

| 

| 

| 





Dept. T-2 


Normal or Oily Skin $1.00 Each 
Package Formula 42 
For Adults with Dry Skin $1.00 Each 
Please Print 
NAME 
STREET — 


 ) SSS Oey 
SEND Cash, Check or Money Order. No COD's Please 
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estry captures all the fine texture and 
subtle coloring of the original. Bag 
measures 6% inches at its widest point, 
stands 4 inches high. It is lined with 
rayon satin, has a mirror and an inner 
pocket. Gold-colored piping, frame, 
and chain add the final touch of 
beauty. Just $5.95, postpaid, from 
Mrs. Dorothy Damar, Dept. TS, 809 
Damar Building, Newark 5, New 
Jersey. 


Twine Holder solves the problem of 
the disappearing scissors and the van- 
ishing string. This handy container 
holds a pair of scissors and a ball of 
twine that feeds smoothly out of an 





opening in the top. Twine may be re- 
placed as necessary. Holder is fash- 
ioned of Florentine leather, embossed 
in gold. Handsome as well as practical, 
it’s really an asset in office, school, 
or home. Colors, wine or tan. Just 
$1, postpaid, from Jo-Ad Distributors, 
Dept. L7, P. O. Box 115, New York 
67. New York. 


Be Figure Perfect. Add curves to 
thin legs with the help of this valuable 
book, Shapely Legs Home Method. 
Exercise diligently for 15 minutes a 
day; you'll be pleased with the results. 





Detailed instructions. Edited by a reg- 
istered physician. Book is $1.98, post- 
paid, from Modern Methods, Inc., 
Dept. TS, 296 Broadway, New York, 
New York. 
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From Italy—an incredibly long rope 
of beads (5 feet) that captures all the 
warmth and color of that delightful 
country. Beads are multicolored, and 
are hand-fashioned by Venetian crafts- 
men. Shipped direct from Italy, hence 
the low, low price of only $2.49, 
postpaid. A wonderful addition to 





your own jewelry collection, an ex- 
citing gift for a good friend. Gift card 
enclosed if desired. Order +97 from 
Tesori d'Italia Ltd., Dept. TS, 1261 
Broadway, New York 1, New York. 
Note: Your postman must collect a 
15-cent service charge for delivering 
foreign packages. This cannot be pre- 
paid. 

A free catalogue featuring other 
beautiful gift items from Italy avail- 
able on request. 


Belt Hanger is a must for the closet 
of any clothes-conscious miss. It 
keeps all belts in order, all in plain 
sight. Ring pulls open so belts can 


be slipped on easily. Hangs like a 





coat hanger, requires no screws or 
nails. A timesaver and a temper-saver. 
You'll wonder how you ever did with- 
out this handy gadget. Only $1, post- 
paid; two for $1.95, postpaid. Write 
Glasscraft, 920 TS Chicago Avenue, 
Evanston, Illinois. 





] 


CONTEST CUES 


rIVHE HOLIDAY FESTIVITIES 

] are over now. and it’s a good 
time to set up goals for improve- 
ment of skills. Determine to get 
into the stride required for victori- 
ous accomplishment. 

Start practicing today for the 
OGA Contest. It closes March 1 for 
contestants in continental United 
States and March 15 for contest- 
ants outside the country. Sharpen 





your pencils, clean your best foun- 
tain pen, get a notebook or a supply 
of good-quality writing paper, and 
practice writing the OGA Contest 
copy until your notes are fluent, ac- 
curate, and easily read. You will 
enjoy your practice more if you 


BY FLORENCE 


ELAINE ULRICH 


Director, Gregg Awards Department 


have one of the clear cellulose over- 
seers. the Gregg Shorthand Correc- 
tive Slide. with which to check your 
outlines frequently. This slide costs 
only 15 cents and is well worth it. 

in accordance with the instruc- 
tions published in the December is- 
sue, send the best specimen of your 
shorthand to the Contest Commit- 
tee for entry. If vou desire to be- 
come a member of the Order of 
Gregg Artists, address your contest 
specimen to the Membership Ex- 
aminer, instead, together with the 
examination fee of 15 cents. After 
the test has been reviewed for mem- 
bership, it will be turned over to 
the Contest Committee for rating 
in the Contest. 


TRY FOR MEMBERSHIP IN THE OAT. 
This fine organization boasts many 
highly trained and successful typ- 
ists among its thousands of mem- 
bers. To be eligible for the Senior 
OAT Test, you must be able to tvpe 
40 words a minute on a straight 
copy test. But you need not time 
vourself on OAT copy. These pro- 
duction problems (page 39 this 
month ) are given to test the quality 
of your tvping and your skill in ar- 
ranging copy attractively. If you 
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want to win Honorable Mention in 
addition to your OAT certificate, 
you might make a manuscript cover 
or type a border around your copy, 
or arrange it in some other distinc- 
tive style to make it outstanding. 





There are typing awards for 
speed, too. If you type 60, 70, or 80 
net words a minute ( deduct ten for 
each error from the total number of 
words written ) on a 10-minute test, 
with not more than five errors, you 
are eligible for the good-looking 
awards issued at those speeds. 

The fee for these Competent 
Typist Certificates is 15 cents. The 
gold Competent Typist Emblem 
Pin is 50 cents. The French-enamel 


a 
vt 








Competent Typist Pins for 60, 70, 
and 80 words are 75 cents each. 

You should strive to increase 
your shorthand speed and your tran- 
scription speed and accuracy this 
month also. Your teacher, or super- 
visor, may obtain the necessary 
tests without charge, together with 
the instructions for giving them. 
Mount the certificates you earn in 
the attractive blue simulated-leather 
Achievement Record Album. The 
album is 25 cents. 

The Filing Tests and Awards are 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light. smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


making a hit in schools as well as 
in offices in which training units 
are in progress. The tests are very 
practical, very essential to secre- 
tarial or clerical training, and they 
should be a definite part of your 
proficiency-training program. Strive 
to earn all four of the certificates 
this semester. 

The Bookkeeping Contest, which 
closes on March 1, will bring to- 
gether 10,000 or more students of 
bookkeeping in an_ International 
Contest of great popularity. The 





Bookkeeping, Transcription, Filing, 
Shorthand Theory, and the 3- and 
5-minute Shorthand Speed Tests 
are all published in Business T each- 
er. This magazine is provided free 
to teachers and office trainers and 
supervisors. 

What a surge of interest and en- 
thusiasm this array of awards cre- 
ates in the classroom and in office- 
training units! And every award 
you earn testifies to satisfactory ac- 
complishment and skill. Start earn- 
ing vours now. 
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How Do You Rate? 


I. ON YOUR APPEARANCE 


A. Wearing atbrel 
1. Conservative clothing 
Ze Simple, jewelry 

B. Personal grooming tf 


l. Neat, suitable office nairfdp 
2. well-kept nails 
3. Make-up, teeth, skip 


==. ON YOUR ATTITUDE 
A. Toward the job 


tt 
sr. 
1. Alert at all times 
2. Enthusiastic about 
3. Willing to grow 
B. Towgrd fell orkers t 


(" Courteous , mae aeened b, 


2. Cooperative with all aa 7 


‘eo potion 
wy 2, Well-modulated ‘teme 
. ——S 


B. Diction 





Ve. ON YOUR CHARACTER 


Discretélwith campany G5 - 
Trustworthy , 
“é In relation to a fC : 


In carrying out job 





j 


et 











Mr. George M. Baxter, Personnel Director; Shaw- 
Berkeley, Inc.; 7537 Winton Road; Cincinnati, Ohio. 
Dear Mr. Baxter: It is with great pleasure that I am 
looking forward to the meeting on March 18 with the 
stenographers, typists, and secretaries of your com- 
pany. I am sure it will be a profitable meeting, not 
only for the girls who attend but also for your com- 
pany. 

In addition to the talk that I plan to give, an out- 
line of which is attached, I should also like to show 
a film along the same line. Perhaps you have heard 
of it—*You and Your Job.” It will be necessary, 
therefore, to have on hand a projection screen and 
a 35 mm projector. Could you make the necessary 
arrangements to assure having this equipment at the 
place of the meeting? 

I am delighted to learn that there has been such a 
fine response to the proposed program—that 75 girls 
have indicated they will attend. Sounds like quite an 
interested group! Sincerely yours, Richard R. Ham- 
ilton. [192 Words] 
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OAT 
SENIOR 


Senior candidates must 

submit copies of the complete pro- 
duction project—the letter 

given as the Junior Test (below) and 
a corrected copy of the rough 

draft (alongside). Check your speci- 
men carefully to see that you 

have made all the correc- 

tions indicated. 


Plain paper may be used for both 
parts of the project. or a letterhead 
for the Junior copy if you wish. 


Copy may be retyped until your 
specimen represents your 
very best work. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
42 Street, New York 36, New YVork). 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * February 
copy is good as membership tests for 
OAT, CT (page 10), and OCGA awards 
until March 20, 1956. 











OAT 
SUNIOR © 


Arrange this letter in 

your best style, either on plain 
paper or on a letterhead. 

The word count will enable you 

to check your production time. This 
isnot a speed test. however 

Type for (1) neatness and (2) good 
placement, and (3) for accuracy 

no strikeovers or ty pographic al errors, 
(4) Indent properly, and put 
double space between paragraphs, 
even in single-spaced material, (5) 
Be sure to spell and punctuate 
correctly. 


Copy may be practiced as often as 
you wish, Then send us the 


specimen you consider the best. 











FEBRUARY COMPETENT TYPIST TEST 








Te compas reed. divide totel by number of minutes; or. to get net spced. subtract 10 for each error before dividing by number of minutes. © 
Words Words 

Much has been written and said _ 6 employee and who will receive top 320 
about loyalty. Young people are urged 14 rating when a better job is open or 328 
to develop this virtue in relation tothe 22 raises are in view. 332 
job, the boss, the firm. I am really a __ 30 To be completely loyal to yourself 339 
strong advocate of loyalty—it is only 33 and your chances at a successful career, 347 
good, common sense to be loyal, forthe 46 you will take pride in the amount of 354 
simple reason that it pays off to your- 54 work you do, as well as in how meticu- 362 
self. Let’s face the truth: Each of usis_ 63 lously you complete your assignments. 370 
interested primarily in himself. True, 71 You will take pride, too, in being in- 377 
we spend hours dreaming about others 78 formed about the relation of your desk 385 
and planning a future with them; but it 86 to the other ones in the firm. To point 393 
is ourselves whom we see asthecentral 9% up the importance of this thought: 400 
figure. So, let’s view this loyalty busi- 102 Suppose you work for a firm that does 408 
ness as it relates to us ourselves. 110 a lot of mail-order business. You take 416 
Your attitude and actions have a di- 117 an order over the telephone from acus- 423 
rect bearing on your success in busi- 124 tomer in a nearby town. Let us call it 431 
ness. Employees who are frequently 131 West Town. Now, you hastily or care- 439 
late or absent, for example, are sure to 139 lessly write it up as East Town. The 446 
be skipped when promotions are in 146 package will, of course, be returned. In 455 
order; this is true particularly when 154 the meantime, a complaining customer 462 
someone else, who is nearly always 161 is checking on the delay. If your office 470 
prompt and present, is at hand for con- 168 files happen to be geographic, there is 478 
sideration. When raises are being 175 no way to locate the original order. 486 
made, the late and absent people may 183 The customer will be annoyed, and jus- 493 
be passed by (though a small raise is 190 tifiably so, when he is told that there is 502 
sometimes given, along with some 197 no record of his order. From then on, 510 
frank advice, to encourage a new or a __204 you will know that you must always 517 
young worker to improve his attend- 211 take special care to get addresses right, 525 
ance record). So, because it will help 219 for you will appreciate the relation of 533 
your chances of promotion and pay in- 226 your work to that of the other persons 541 
creases, the smart thing to do is to be 234 in the firm. But loyalty to yourself 549 
loyal to yourself by being on time and 242 should require that you realize this 556 
keeping your absences down to the 249 from the outset; you should not have 563 
minimum. 251 to burn your fingers by a careless mis- 571 
You are loyal to yourself, too, when 258 take before you learn not to be careless. 580 
you do your job as well as youcan. You 67 This may surprise you, but the way _ 587 
should want to do your work as well as _ 274 you dress is also a phase of loyalty to 595 
the person at the next desk does his— 282 yourself. If you do not make a neat, at- 603 
in fact, you will want to do it a little 290 tractive appearance, you will no doubt 610 
better, if you are being truly loyal to 298 be canceling some of your chances to 618 
yourself. For it is the person who does 306 get ahead. You will have to be parked 626 
his job best who is the most valued 314 in a corner of the office out of view. 633 

(If necessary, repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Claudia Garvey 
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ROMAN 


been in the United States. She had no washing ma- 
chine, no dishwasher, and very few kitchen appliances. 
But she did have a maid who cooked, shopped, laun- 
dered, and cleaned—all for 20,000 lire a month (about 
$35). This happy circumstance gave her a great deal 
of free time—too. much for this dynamic American— 
and she decided to find out whether a secretary from 
Brooklyn could find a job in Rome. 


ANN PLACED AN AD in the Rome Daily American, and 
waited. She knew that she might have a hard time 
finding a job, for the Italian Government, due to 
the shortage of positions, does evervthing it can to 
discourage foreigners from taking jobs. But she was 
hopeful that her dual citizenship, acquired through 
marriage, would help to cut through any red_ tape. 
Her hopes were realized; and shortly afterward she 
had a job—as secretary to Mr. Perkins, the manager 
of the Rome office of American Export Lines. Ann 
and her new boss are the only Americans; the rest 
of the staff are Italian. 

Though Ann had learned some Italian in the States, 
and had perfected her knowledge of the language in 
Rome, she found it difficult to accustom herself to 
business Italian. This is a language in itself, at once 
curt and polite, formal and flowery. For example, 
“Dear Sirs” is not translated “Cari Signori,” which 
would be too familiar. The correct salutation is “Eg- 
regi Signori” (Egregious Sirs). “Kindly send us . . . 
becomes “Le preghiamo gentilmente mandarci 
which, translated literally, means “We beg you gently 
to send us . There are abbreviations galore, and 
some words are omitted entirely. 


ONCE THE LANGUAGE BARRIER WAS HURDLED, Ann was 
able to handle her new job with ease. Office routine 
is much the same in Rome as it is in Brooklyn—with 
typing, filing, and the mail taking up a great deal 
of time. But there is variety—of the Roman kind. 
Ann’s typewriter is an Olivetti Lexicon, with the 
keys changed (as a favor for americana) to conform 
to American key patterns. When the phone rings, and 
it does constantly, Ann must be ready to speak English 
or Italian at the sound of a “Hello” or a “Pronto.” 
As secretary to Mr. Perkins, she must see that 
his contact work with Italian and American business- 


In a city of fountains, Ann’s favorite is 
the “Fontana del Tritone” by Bernini. 
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(Continued from page 13) 


men runs smoothly. She arranges all his appoint- 
ments, even those that take place at the American 
Embassy. When Mr. Perkins is not in the office, she 
must know where to reach him; or, if this is impos- 
sible, then she must use her own discretion in dealing 
with whatever comes up. It is her task, too, to buy 
flowers for special passengers and send “Bon Voyage” 
messages. 

American Export’s Rome office, a branch of the head 
office in Genoa, handles only passenger bookings. Ann 
is in constant communication with Genoa—straighten- 
ing out ticket mix-ups, getting last-minute reservations 
for VIPs, and, in general, helping to smooth the paths 
of all American Export clients. It’s interesting, excit- 
ing, and hard work. 

Ann feels that her job is a worth-while one. As a 
citizen of two countries, she is eager to do every- 
thing she can to further good will between Italy and 
the United States. At American Export, her contacts 
with tourists and business men and women of both 
nationalities provide her with an opportunity for some 
public-relations work—on an international scale. 


For ALL THis, she is paid $2,000 lire a month (about 
$135). American secretaries may gasp in horror at 
such a low salary, but it is well to keep in mind 
that the average salaries in Rome are about 40,000 
lire a month. And, happily. such items as fresh food 
and good clothes are available at comparatively low 
prices. Of course, there are taxes, even in Rome. 
Ann must pay 6,000 lire a month (about $10). 

After a great deal of figuring—changing lire to dol- 
lars, and back again—Ann has decided that her month- 
ly salary is equal, roughly, to $300 back in the States. 
This takes into account the lower cost of living in 
Italy, and the additional fact that the Apriles’ maid 
is so versatile she can do almost anything. She has 
saved Ann quite a bit of money on cleaning bills alone. 

Like most Romans, Ann has her clothes made by a 
sarta or dressmaker. As a matter of fact, she uses 
two dressmakers: one for evening wear, one for suits 
and summer things. Thus, she is assured of person- 
alized clothing that fits beautifully and is well tailored. 
A dressy tweed suit of the best wool, made to measure, 
costs under 30,000 lire (about $50), and evening and 
cocktail dresses are little more. Excellent leather 
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shoes and made-to-order evening slippers cost about 
$15. Then there are botteghe or little shops where 
hand-crafted leather goods are sold. Bags and gloves, 
both inexpensive, are specialties here. 


ANN’S ROMAN DAY IS LONG AND FASCINATING. Each 
morning she walks to work—it takes only ten min- 
utes—varying her route to suit her fancy. Rome is 
a city filled with odd corners, tiny flower stalls, 
beautiful fountains; and there’s rarely a morning 
that Ann doesn’t discover something new. Occasion- 
ally, too, she takes a carriage to work—certainly a 
far cry from the New York subways. When she reaches 
the Via Veneto, where her office is located, she may 
pause for a moment to buy some flowers for her desk 
or take a drink from the “Fountain of the Bees” on 
the corner. Then she enters the office, ready for a 
busy day. 

Office hours in Italy are unusual—by Brooklyn 
standards, anyway. Ann works from 9 to 1, then stops 
for lunch. But “lunch” lasts till 3:30, for the Romans 
feel that meals should be enjoyed at leisure. No 
drugstore lunches or “quick sandwiches” for them. 
Most of them eat a three- or four-course meal, with 
wine, at home. Ann does, too, and generally manages 
a brief nap and a change of clothes before she returns 
to the office. Quitting time is 6:30; and, after leav- 
ing the office, she does her shopping, since all the 
shops—as well as the public buildings—are closed at 
lunch time. (Prospective tourists, please note. 


WHEN IT COMES TO SOCIAL LIFE, Ann follows the old 
axiom, “When in Rome... .” and the Romans love to 
have a good time. The Apriles dine at 9:30, often at 


one of the attractive trattorie in the city. After din- 


American Export’s 

Rome office is bright, 
very modern, and beauti- 
fully decorated. 








ner, they may jump into their midget-sized Fiat, 
“Topolino” (little mouse), and drive to the outskirts 
of the city—to Trastevere across the Tiber, along 
the ancient Appian way, or to one of the many “cas- 
telli Romani,” the lovely villages set on the hills over- 
looking Rome. Or, perhaps, they will go to see a play 
or movie. They love both. In summer, they attend the 
opera, presented outdoors in the magnificent ruins of 
the Baths of Caracalla. Occasionally, they go night- 
clubbing, often rubbing elbows with famous person- 
alities. There are sports events of all kinds (the only 
thing missing is the Brooklyn Dodgers). Ann and her 
husband see many of them. 

The Italians love celebrations, and there are festivals 
on any and every occasion. Huge floats are paraded 
through the cities and towns; fireworks brighten the 
heavens; people dance in the streets. One of the 
most interesting—a “must” for the Apriles—is the 
“Sagra dell’ Uva,” the festival of the grape harvest. 
This gay gathering takes place each September in one 
of the castelli outside Rome. The parade of floats 
lasts for hours—and, in celebration, the fountains spout 
wine instead of water. 


BUT, AMONG ALL THE GLORIES THAT ARE ROME, Ann’s 
favorite is a stroll through the Roman twilight—when 
the sky achieves a clear, pale blue unknown anywhere 
else in the world, when the twittering birds wheel 
and whirl over the small piazzas, when the dome of 
St. Peter's is outlined in the last golden glow of 
the setting sun. If, at such moments, she visits the 
Fountain of Trevi to toss in a coin “for luck,” who 
can blame her. For, like so many others, Ann Aprile 
has just one wish—to live happily ever after in the 
city of Rome. 


Ann checks on passenger bookings for a fu- 
ture sailing in order to avoid any 
ticket mix-ups or last-minute emergencies. 
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THE NEW LOOK 
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Gets the — 3% 44.3 
on the cleaner instead 
of your fingers 


AW.FABER 






@ 








T CLEANER 
The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 


a breeze when she uses the new 
AW.Faber Plastic Type Cleaner. 





It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don’t let any- 
one talk you into buying a substitute. 
Look for the AW.Faber label. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 
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Desk-Chair Pad, a new product from 
Ace Lite-Step Company, provides office 
comfort and quiet. The under surface is 
spring-rubber that grips carpets, wood, 
linoleum, or tile. Top surface is smooth 
solid-rubber that assures genuine silence, 
easy motion. Available in both round and 





rectangular shapes, in four popular colors: 
Office Gray, Executive Green, Maroon, 
and Black. Address all inquiries to Ace 
Lite-Step Company, Dept. TS, 1708 South 
State Street, Chicago 16, Lllinois. 


New for °56—the Model TN 3 Rex 
Recorder. It offers high-fidelity response 
and better adaptability for conference 
and telephone recording. New features: 
an OFF bution that turns the machine on 
and off and automatically leaves it in 
neutral position; input volume control 
that permits use of the machine in even 





the noisiest locations; a quick review fea- 
ture that is so accurate that single word 
corrections can often be inserted. The 
Rex Recorder’s unbreakable case is guar- 
anteed for life. For additional informa- 
tion, write American Dictating Machine 
Company, Dept. TS, 65 Madison Avenue, 
New York 16, New York. 


Book Master, a new and improved 
holder for books, has just been introduced 
by the Speed-Spacer Company. It is de- 
signed to hold any book, magazine, or 
notebook in a convenient position for 
reading or copying. A snap-action, hold- 
down arm enables the reader to turn 
pages With one hand while working un- 
interruptedly with the other. A front sec- 
tion holds pens and pencils. The Book 
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Master, fashioned of heavy-gauge steel, 
weighs half a pound. Packs flat for easy 
carrying and storing. Write the Speed- 
Spacer Company, Dept. TS, 321 Green- 
wich Street, New York, New York. 


Stamp Pads by Stafford clamor for at- 
tention. They're designed by Norbert Jay 
in a new, thin container. “Repeat” cover 
design, in color of pad, suggests product 
in use. Improved inks, washable or in- 
delible, come in all colors; pads are avail- 
able in all sizes—O-1-2-3—for home, office, 





or shipping-room use. May be purchased 
at any stationery store, or write direct to 
S.S. Stafford, Inc., Dept. TS, 609 Wash- 
ington St., New York 14, New York. 


Poppet, an adhesive-dispensing foun- 
tain pen, is a handy gadget for anyon 
who uses mucilage or paste frequently. A 
gentle tap of this plastic pen releases a 
small dot of rubber cement that really 





sticks. According to the manufacturer, 
Poppet holds enough adhesive to make 
5,000 dots. Refills are available in throw- 
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away plastic capsules. Poppet is guaran- 
teed not to clog; guaranteed to satisfy. 
Just $1, postpaid; refills only 10 cents. 
Write Poppet Corp., Dept. TS, 8707 
Hudson Boulevard, North Bergen, New 


Je rsey. 


Fone-Pad can be attached directly to 
the telephone, thus ending the hurried 
paper and pencil when 
message to be jotted 


scramble for 
there’s a 
down. The set consists of a metal tray 
that clamps to the base of the phone and 


phone 





holds 125 memo sheets 4 by 6 inches in 
size. A magnetic pencil fits into a special 
rack at the side. Tray and pencil are fin- 
ished in scratch-proof black enamel. Set 
retails for $2. Write Premier Materials 
Company, Dept. TS, 2029 North Halsted 
Street, Chicago 14, Illinois. 


Lan-O-Let is a new all-purpose hand 
cleaner that is equally 
or in the office. squirt it 
on your hands, rub it in well to eliminate 
surface grime, then remove it by wiping 
dry with a paper towel or cloth. No 
water is necessary. Lan-O-Let’s efficient 
yet gentle cleansing action removes all 


useful at home 
You simply 


traces of grease, grime, paint, carbon, 
inks, and many other stains. Not oily, 
contains no harsh grit, will not harm 
nail polish. Contains lanolin to soften and 
condition the skin, and Actamer, a new 
antiseptic, to reduce skin bacteria. The 
generous-sized can holds enough Lan-O- 
Let for over 125 washes. If not available 
in your locality, write Braun Laboratories, 
Dept. TS, Philadelphia, Pennsylvania. 


Fine for Folders, a neat, self-adhesive, 
permanent-grip label that requires no 
moistening, thereby eliminating sticky 
fingers and smudged folders. Labels come 
in easy-to-type sheet form. When rolled 
onto a file tab, they adhere tightly and 





quickly. Additional advantages are ten 
upper-border co.ors tor switt identifica- 
tion, and marginal and centering guides 
for rapid typing. If not available at your 
local stationery or office supply stores, 
write Avery Adhesive Label Corporation, 
Dept. TS, Monrovia, California. 


A Desk Accessory ag handsome as it is 
practical. Ball-point desk pen has a pre- 
cision-made point that writes smoothly, 
won't clog. Pen and durable all-metal 
stand come in a variety of colors—ruby 
red, emerald green, sapphire blue, and 





lavender, Pen takes standard refill. Price? 
Just $1; with two initials in gold, $1.50. 
Satisfaction guaranteed. Shipped post- 
paid by berneil Products, Dept. TS, 516 
Fifth Avenue, New York 36, New York. 


Automatic Mathematician—a Facit cal- 
culating machine that slightly 
larger than a desk phone. This electri- 
cally-operated “brain,” Model ESA-O, 
pertorms addition, subtraction, multipli- 
cation, and division in a matter of sec- 
onds. Unique 10-key keyboard permits 
speedy one-hand “touch” operation, leav- 
ing the other hand free for notation work. 
All numerical entries remain visible for 
convenient checking. 


is only 


Precision-made_ of 





the finest Swedish steel; unusual con- 
struction leaves the machine almost com- 
pletely free from operator error. Main- 
tenance costs are low, since the ESA-O 
uses fewer parts than other office calcu- 
lators. Fully equipped factory service is 
provided for all machines, backed by a 
ten-year supply of parts. For further in- 
formation, write Facit, Inc., Dept. TS, 
404 Fourth Avenue, New York, N. Y.; or 
Facit, Inc., Dept. TS, 114 Sansome Street, 
San Francisco, California. 
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A good 
Secretary 
needs 
brains 





An ERASERSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 


cRvice) v.6.A. TOQG 


the best Secretaries ac- = 
cidentally make. x 
Assuming you have been iz 
well-trained by a good < 


Secretarial school, your 
A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 


ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 
ring the word. Give 
yourself the advantage 
of ERASERSTIK and put 
yourself in the way 

of a better paying job. 
Pick one up at your 
Dealer today. 


7099—10¢ 
7099B with brush 20¢ 





W.FABER GRASERSTIK 


S29 





A.W. FABER-CASTELL 


PENCIL CO. INC. NEW 


AWK 4 
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beautiful 
originals 


CARTER’S 
SUPER NYLON 
RIBBON 


CARTER'S 


Carter has the newest in 
“before -five fashions”... the 
Super Nylon Ribbon. 

You'll set office styles by creating 
the most beautiful and 
distinctive letters with the latest 

and best in typewriter ribbons. 
Super Nylon has the Silvertip 
Clean End... 


No need to touch the inked ribbon when 
changing Super Nylons.. 
fingers... 


-no more inky 
no more smudged clothing. 
Super Nylon is extra long... 
Gives ribbon longer ‘ 
typing blows. 


Super Nylon wears longer . . . 
This means less ribbon changing... more 
economy, saved time. 

yY CHECK YOUR OFFICE FASHION IQ... send 
for FREE copy of “HOW TO BE AN EXPERT 


ON CARBONS AND RIBBONS”. 
Mail coupon below. 


‘rest’ between 











Pee ee ee ee ee 1 
| THE CARTER'S INK COMPANY, Dept. K-2 | 
| Cambridge 42, Moss | 
| Please send me your booklet “How to be on Expert |! 
on Carbons and Ribbons’. 
Nome 
| ’ ! 
\ Firm | 
! l 
| Address r 
| | 
hte —State ! 
lw OO OOOO OOOO Owe eee eee —!) 









ASK THE EXPERTS... 


(Continued from page 7) 





refuse to give the name of the person 
calling. If this is not the case in your 
situation, however. you have no other 
choice but to put your party on or to say 
that he is not available. 

For instance. suppose the operator 
tells you that she has a call from Rich- 
mond, Virginia, for Mr. Robert Brown. 
You might say, “I shall try to locate him. 
May | know who is calling him?” The 
operator has always given that informa- 
tion. This is not so. of course. in a long- 
distance station-to-station call, 


— 


QO. A businesswoman with whom our firm 
x 


corresponds has just become a_ widow. 


Should we address her as Mrs. Jane Lee or 
Mrs. John Lee? 


A. Socially, a widow should always be 
addressed: Mrs. John Lee. 

If she is a businesswoman, she may in- 
dicate, by the form of her typed signa- 
ture, the form she prefers to use in busi- 
ness. Such forms may be: Mrs. Jane 
Lee; Mrs. Jane Smith Lee (supposing 
her maiden name to have been “Smith”) ; 


or Mrs. John Lee. 


QO. Is it correct to substitute the words in 
x 

route for en route, as in the sentences “The 
merchandise was damaged in route (instead 


of en route)” 7 


A. The translation of en route is on or 
along the way, not in route. Therefore, 
it is not correct to substitute in route 
for the French phrase. 


Q. Will you please settle an argument and 
tell us which form is correct: “Miss Doe 
holds (Masters, Master's, Masters’) Degrees 
in Education and Fine Arts.” 


A. Since each degree that Miss Doe re- 
ceived is a Master's degree, the posses- 
sive should still be singular, even though 
more than one degree was awarded. 
Thus, she “holds Master’s degrees in 

.. Notice that degree should not be 
capitalized. 


Q. Should a comma be used to separate a 
route number from a box number in an ad- 
dress such as this: Route 4 (,) Box 168? 


A. Since a Route number and a Box 
number constitute two entirely separate 
portions of an address, a comma should 
separate them, just as it does the names 
of city and state. 
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Q. P'm typing a menu for a luncheon our 
company is planning and would like to knou 


which to use: peach 


A. The word that you question is 
spelled half as a noun; halve as a verb. 


half or peach halve 


Therefore. the item on your menu should 
be referred to as a peach half. 


Q). In the sentence, “Each department head 
must hand in his or her report by the end of 
the week, isn’t the use of his or her awk- 


ward 7 


{4. The use of the alternative pronouns 
his or her to include both men and 
women, although not actually incorrect, 
is awkward. In such cases, his is con- 
strued as the 


pronoun of common 


gender. 


Q. While shooting at a fleeing thief, a po- 
liceman accidentally hit a pedestrian, Is the 
city liable for damages? 


A. No. A city is acting in the interests 
of the public when it empowers its off- 
cers Ol employees to enforce its ordi- 
nances, 


Q. How should the identifying initials for 
the following names be typed: A. R. De- 
Haven; J. P. Byrne-Smith; J. E. de Valle? 


A, There is no one correct way for typ- 
ing the identification initials represent- 
ing the dictator and the transcriber of 
a letter. The basis for choosing the style 
is ease of identification of the persons, 
for reference purposes. 

In some offices, the names you list, 
each containing a prefix, would be typed 
DeH, B-S, and de V. Some offices might 
use simply, D, B, de; and others might 
spell the names in full. 





Words 


(Key to teasers on page 14) 


IS IT “EI” OR “IE”? 


l. grieve; 2. fierce; 3. receipt; 4. 
neither; 5. believe; 6. review; 7. priest; 
8. ceiling; 9. siege; 10. seize. 


PICK THE GRAMMATICAL TERM 


l. b 2 @ S&S. b; 4 a; 5. c. 


WHAT ARE THESE DEGREES? 


1. Certified Public Accountant; 2. Reg- 
istered Nurse; 3. Doctor of Philosophy; 
4. Master of Arts; 5. Doctor of Divinity; 
6. Civil Engineer; 7. Doctor of Letters; 8. 
Doctor of Dental Surgery; 9. Bachelor of 
Science; 10. Doctor of Medicine. 


ONE WORD FOR A PHRASE 


1. unintentionally; 2. 
emphatically; 4. thoughtlessly; 5. occa- 
sionally; 6. fainted; 7. disembarked; 8. 
repeat; 9. recondition; 10. end, or termi- 
nate. 


voluntarily; 3. 
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Tape Tricks 


ID YOU KNOW that the roll 
D of cellophane tape you have 
on your desk is often as convenient 
as a third hand? There probably 
isn’t a day that goes by when you 
don’t use some of this tape to mend 
a torn piece of paper, but there 
are many other uses for cellophane 
tape that will save time and money 
around the office. Here are a few: 

Several sheets of paper that are 
stapled together often tear apart 
when handled frequently. To pre- 
vent this happening, use cellophane 
tape as a reinforcement before 
stapling the pages. 

Dirty typewriter erasers can be 
cleaned swiftly and easily by a few 
quick rubs across an emery board. 





PHOTO, COURTESY SCOTCH-BRAND CELLOPHANE TAPE 


And, if you attach the board di- 
rect to your typewriter with cello- 
phane tape, it will always be handy 
when you need it. 

Secretaries will be interested in 
a new type of transparent tape de- 
signed for mending important doc- 
uments, office records, and books. 
Called permanent mending tape, it 
is shrinkproof, stays crystal clear, 
won't ooze adhesive at the edges 
or leave gummy residue, and is ex- 
tremely long-lasting. In addition, 
its acetate-film backing can be 
written on with pencil or ink. 

Ordinary cellophane tape is also 
an aid in personal office grooming. 
If your hem should rip, make 
emergency repairs with strips of 
tape. To remove lint and dust from 
dark woolen clothes, pat the sur- 
face of the fabric with cellophane 
tape—sticky side out—wrapped 
around your hand. And, if splinters 
on your desk or chair are constant- 
ly snagging your nylons, end it all 
by covering the rough edges with 
strips of tape. 


SUPERIOR SECRETARY 


(Continued from page 8) 








way you talk and listen and sit and 
stand. It’s a subtle process and is 
the very opposite of blatantly an- 
nouncing, “I can do anything any- 
body else can do—better.” Nobody 
really says this, but some come 
dangerously close. And that’s bad. 
If your self-assured tone and your 
thoughtful, direct answers don’t 
convey the impression that you're 
good, nothing else will. 

3. Preparation. Proper prepara- 
tion for a job interview includes 
two things—preparation for the job 
and preparation for the interview. 
Preparation for the job is being 
sure that your training and/or ex- 
perience fit in with the require- 
ments for the job. Of course, all 
jobs are at least a little different, 
so there will undoubtedly be new 
routines or even new skills to learn. 
This is expected, and your willing- 
ness to try something different is a 
strong point in your favor. But the 
basic background of typing and 
shorthand, filing and business Eng- 
lish should be in there solid, no 
matter what else the job calls for. If 
youre rusty on these skills and have 
some time, brush up before you 
speak up. If not, announce your 
intention to do some refresher work 
—and then do it, even if you get the 
job! The applicant who is weak 
on basic skills is definitely unpro- 
fessional. 


I'VE BEEN SOUNDING OFF a good deal 
here, and I want you to remember 
that these ideas are my own. May- 
be other employers see things dif- 
ferently. But it seems to me that 
my building and real estate busi- 
ness calls for about the same ap- 
proach that most other operations 
demand. Maybe it all sounds dull 
and serious. But it’s really just the 
opposite. Once a professional re- 
lationship is established between 
secretary and employer, mutual re- 
spect and fellowship naturally fol- 
low. And, since you're both in the 
same business, working toward sim- 
ilar goals, you become a sort of 
relaxed partnership without the 
bother of any boss-servant non- 
sense. You're co-workers, youre 
friends, and you have a feeling of 
accomplishment on the job. At 
least, that’s the way I’ve found it 
when my secretary is a professional. 












fashionalif 
copies 


CARTER’S 
NEW 
"WEATHER— 
CONDITIONED" 
SPECIAL 
OCCASION 
CARBON 


One look at Carter's “ Weather- 
Conditioned” Special Occasion Carbon 
Paper and you see it has the “ new 
look”. It handles easily ... resists curl 
... regardless of weather conditions. 
The secret? Simple. The new, exclusive 
“weather -conditioned ” 
backing on Special Occasion. It keeps 
the carbon paper from curling .. . 
it’s exclusively Carter's! 


“ Weather- Conditioned” Special 
Occasion saves time . 

Non-skid backing prevents slipping dur- 
ing typing... no time lost re-aligning 
carbons. 

“ Weather-Conditioned” Special 
Occasion is clean .. . 

Doesn't smudge fingers, copies... or 
your clothing. 

“ Weather-Conditioned” Special 
Occasion lies flat... 

Handles easily ... thanks to this exclusive 
Carter formula. 


YOUR PRIVATE SHOWING OF “ BEFORE -FIVE 
FASHIONS” — try Corter'’s ‘ Weather -Condi- 
tioned Special Occasion Carbon Paper free of 
charge. Mail this coupon for samples 


THE CARTER’S INK COMPANY, Dept. KK-2 
Combridge 42, Moss 


Yes, | wont to try ““ Weather - Conditioned “ Special 
Occasion Carbon. Please send me FREE somples. 


My machine is (check) Standard Electric 





1 make (number) copies ———_____ 
Oe 
Firm 


Addrese———____ -_ 
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Pencil of the year 


wites far Smoother 
lasts far longer 


SEMI-HEA 


with NEW 
LANOLIZED LEAD 


Secretaries will marvel at these easier, 
smoother writing Semi-Hex pencils with 
new LANOLIZED LEAD. Easier to get 
work done — whether shorthand or gen- 
eral office work. 

Because it writes smoother, Semi-Hex with 
new LANOLIZED LEAD lasts longer. Our 
Carbo-Weld process makes its points break- 
resistant! 

Get these benefits at no extra cost... 
a money-back guarantee. Get your supply 
of Semi-Hex with LANOLIZED LEAD ... 
today! At leading stationers. 
for a free trial pencil, 


IZED . 
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Write us, Dept. S., 
naming your favorite degree. 


5 Degrees: 1-2-22/4-3-4 
GENERAL PENCIL COMPANY 


Jersey City 6, New Jersey 
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SECRETARY’S BOOK 


By S. J. WANOUS and L. W. ERICKSON 


——Do 


Up-to-the minute, widely-used guide for busy 
Helps you get more done, more 
Valuable typing timesavers, hints 
handling callers, effective 
phone technique, and writing attractive let- 
ters. Covers better shorthand: correct gram- 
mar: ; writing cables, 


preparing legal papers; 
stencils. current postal and express 
regulations: standard abbreviations; ete. 
$4.25 | 


142 
ills., 597 pp. Rev. Print. 


HOW TO FILE AND INDEX 
By BERTHA M. WEEKS 


* finding, quicker fil- 
Valuable informa- 
greater efficiency ; 
le gal requirements 
microfilming 
$4 


secretaries. 
efficiently. 
on keeping files, 


reports: 


Tested Methods for faster 
ing, better space economy. 
tion on reorganizing for 
hiring, training personnel; 
retaining specific papers; 


111 ills., 306 pp. Rev. Ed. 


® Send for these books. (We pay post- 
age when check accompanies order.) 
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IS 
“SHORTHAND STUTTER’ 
KEEPING YOU FROM 
@ HIGH-PAYING 





Does your shorthand go in fits and starts? 
Stutter 


Shorthand 
slows you down, keeps you from grabbing off 
high-paying secretarial jobs. Cure yourself with famous 
Dictation Discs. 
a day 


Practice with them just a few minutes 
AT HOME and watch your speed increase! 


Speed up to 130 wpm 


Whatever your present speed, there’s a Dictation Dis« 
Dictation 
RCA records of pure 


to help you. Discs are custom-quality 12” 


unbreakable vinylite that can be 


played on any speed phonograph. They contain specially 


selected and timed dictation to help you develop rhythm 


and poise . eliminate waste motion between strokes 


. bring your speed up to 130 wpm. Dictation Discs 
are used and recommended by leading shorthand schools 
for Gre 


. Pitman, and Stenotype. 









MAILCOUPONTODAY Each 33! 


Dictation Disc contains 


RPM 
45 minutes of 
di tation 


approximately equal to 1 


letters. Send for vours TODAY. Money 


back if not delighted 





DICTATION DISC CO. Dept. 192 
170 Breadway, New York 38, New York 
45 rpm 33'/3 rom UP 
$1.75 each $5.00 each 
avo. 1 60 & 70 wam ..No. 1 60 to 90 wam 
..No. 2 70 & 80 wam .No. 2. 70 to 100 wam 
..No. 3 80& 90 wam No. 3 90 to 120 wam 
No. 4 90 & 100 wam No. 4 100 to 130 wam 
Vo. 5 100 & 110 wam Complete set $18.00 
.. vo. 6 100 & 110 wam ..Entire series $33.00 
No. 7 110 & 120 wam 
No. 8 120 & 130 wam 


«..Complete set of 12” Standard 78 rpm records $18.00 
Complete set of 45 rom EXTENDED PLAY records $12.50 


Name 
Address 


CEG ones. ctmnsenssipniianicenibhecsstiabacaniiiniidadiainh ee 
Enclose check or M.O. (add 35¢ for postage) 
SPEED GUARANTEED OR YOUR MONEY BACK 
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YOU Save 56% Typing Time When 
Typing the Titles for Indexes & Guidest 


TYPERITE® es 0 
INDEX 
TABBING! 








Has Typewriter Spaced 
Insert Strips and Tabs 
No Soft Roller Is Used 
Typing Is Faster, Easier 
es Always On A Straight Line 
=a AICO TYPERITE Tabbing has blank 
< Le | insert strips that are typewriter 
— / spaced to permit the use of the line 
space lever when typing titles. Ends 
the need for soft roller work to center 
or position the title on the insert. Re- 
duces typing fatigue & errors. 
NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 





You can now enjoy the same time saving, 
work saving features on typing the titles 
Check File Guide—Open for your Guides. Make filing, finding, 
Shelf Filing Guide— faster, easier and get a neater cleaner 
Tabulating Guide—Out titling job. AICO also makes Guides to 
Guide—Card Guide, etc. your own specifications any size or shape 
Also Custom-Made Guides. with titles to meet your special needs. 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 


Group Of AICO Guides 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 





INDEXES 





CASH ON HAND 


(Continued from page 25) 
































a the light-handed balance of the pencil with the fine- 





line quality and durability of the ball-point pen . . . for perfect 


writing comfort . . . and economy. 


GREGG Ball- Pen- Cil 


For a new-look, new-feel in sharp, efficient shorthand, book- 
keeping, ond general purpose writing here is your new low- 
priced, high-quality classroom and office tool. 


The Gregg Ball * Pen*Cil has the light, perfect balance of a 
pencil yet it writes with the fine, sharp line of a top-quality 
ball-point pen. Always ready for instant use . . . nothing to 
press, click, or turn. Simply remove the handy protector cap 
and you are ready for uninterrupted writing . . 
the pencil sharpener . . 


- No trips to 
. no ink bottles to spill. 
Six times the life of a lead pencil . . . less than the 
cost of a standard ball-point refill. Sleek and tailored 
with white enameled hard-wood body and blue plastic trim. 
1 - 2 Doz. $4.80 per doz. 
3 - 5 Doz. $4.56 per doz. 
Write your nearest Gregg office today 


Gregg Supplies Department i 
New York 36, 330 West 42nd Street 
Chicago 30, 4655 Chase Ave., Lincolnwood 
San Francisco 4, 68 Post Street 
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WITH THE Exctusive ECONOMIZER BOX 


PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 


(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 
(4) World's easiest and most convenient carbon to handle. Hands 


do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 
letterhead of company is used. 


Department S 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaauvard 
75¢ each; 65¢ each in dozen lofts. 
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PERSONALITY IMPROVEMENT... 


the greatest single need in today’s training program 
Four texts that lead the field in this important phase of 
business training and on-the-job self improvement. . 
FITTING YOURSELF FOR BUSINESS—MacGibbon—$4.50 


PERSONALITY AND HUMAN RELATIONS IN BUSINESS— 
Rice, Sferra, Wright—$2.60 


PRACTICAL BUSINESS PSYCHOLOGY—Laird and Laird— 
$5.00 


HOW TO IMPROVE YOUR PERSONALITY—Newton and 
Nichols—$3.00 


Order from your nearest Gregg office 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 
New York 36, 330 W. 42nd St. Dallas 2, 501 Elm St. 
Chicago 30, 4655 Chase Ave., San Francisco 4, 68 Post St. 


-Here’s the WALLET SIZE PHOTO 


secretaries everywhere are using 


WITH FREE 
SAMPLE RESUME 


Lincolnwood 
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FOR ADVANCED BUSINESS OPPORTUNITIES 


AND AS GIFTS TO FRIENDS AND RELATIVES 
MADE FROM PORTRAIT OR PHOTO 
YOU RECEIVE FREE, three full pages — a one page sample resume 
and two pages of instructions, to help you prepare the resume to use 
with your wallet photos. — Your original portrait or photograph re- 
turned unharmed with 20 top quality 21% x 3% silk finish, double 

















TWO ON THE AISLE 


(Continued from page 19) 
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The envelopes lay side by side, 





aa 

weight photos plus free sample resume. , om a . ~~ ail 

25 FOR $1 — You'll love your pictures or money returned. 60 FOR $2 a fc ! y 

ep-aes ab: dun aes aio a en ap albania al aan eat ae elena sake ale aah anh in ae ae ae 4 
| APPLICATION PHOTOS, Dept. 5: FROM one!) —Q2- p # GS oO 0 ea DP 
1 Box 271, Salem, Mass. OSE . ? t 

We enclose portrait or photo and $ for a 

| wallet shotes and ies comgle resume and instruction sheets. 25 for | F ad A 3 > a —o~~ i 
| NAME — ee | ° i 7 
| ADDRESS : gL, — A949 7 : Se, a —— 
| city ___ZONE__state _____s 8 tor $200 | 
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NO MORE 
OF THIS 
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“I'M SURE GLAD I SENT FOR 
THOSE COPIFIXT SAMPLES” 


COPIFIXT completely eliminates hand assembly of messy 
loose carbons. Correspondence goes faster... .. Copies 
are cleaner ..... No more late afternoon fatigue. 


COPIFIXT forms are adaptable to all typewriters and busi- 





ness machines. COPIFIXT Carbon Copy Sets are produced 


| on high quality carbon and bond paper. Three styles are 


| 


| available for making one, two, or three copies of letters and 


| reports. 





INTEROFFICE MEMOS 


The boss is getting out earlier too, since 
we ordered those National Litho Forms. 
Easy-to-use 3 part set provides a follow-up 

for the originator and two reply copies. 
single-sets, continuous 


NATIONA £E. LiTnmo 
OT16 
comran® 
and tabulating business 


torms. 186423 EUCLID AVE., CLEVELAND 12. OHIO 





Other stock National 
Litho Forms include bills 
of lading, voucher checks, 
insurance reports form 
R-1, carbon-topped sin- 
gles... also custom one- 
time carbon interleaved 


Contact your local dealer or stationer OR mail coupon below 


Please send me without obligation your free somple 
of (}] COPIFIXT or (_] INTEROFFICE MEMOS 








a Repay Saale OT, 
MAIL LSet 
en ay nl ed 
| 
TODAY fea ee | 
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Where is it? VS. Here it is! 





LET Graffco SIGNALS ! (ar 


Wade Chemical Uk’ tr 


HELP YOU CARRY THE LOAD (1 Wu vice ses! Proecing 


|__Segnals tor “Vertical” Records 
Every day when you aa 


rely on Graffco Signals and Maptacks. 
Always there to remind, alert and point a Eat 
the w ay. es 

And there is the right kind and color in taae tee 
for every possible need. See them all by 


writing for free color folders on Graffco = ‘ae 


Products. 
Coltugrat fa a mel ee 








goes smoother 








At your Office Supply 





Dealer ... or 5 co C— ae ae, 
GEORGE B. GRAFF ra ® ae < 
COMPANY sonas 7 
54 Washburn Avenue and MAPTACK® eee 
NESS Und Maptacks 





Cambridge 40, Mass. 


STAND-B 


© Patented Knee-Action Grippers 
Hold All Copy Securely 











THE VERY BEST VALUE § me 
IN COPYHOLDERS 








16°W 2 12°H 9°W x 16°H 


N G CORPORATION 
bting Supe ‘ r Ribbo 


Cable CURTYOUNG 

















Cleans type CLEANER! 
Handy dauber whisks 
eway dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


WO CARBON-TETRACHLORIDE 
69> at al! stationer 


| 
" yt Wap 


~ LK We 





mid typewriter deaier 
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Note these 
Carbon Paper 
fecetures 


Smart taries 


s'@ Exclusive Scale Edge 
x 





prevents running over. This uncoated 
numbered edge makes carbon handling 
easier and cleaner too! 


Stays flat in extreme temperatures. 
Each sheet smooth and flat for uniform 
handling. 


oe Weights and finishes to fit your 


individual typing requirements. 


At stationers’ everywhere 
make it clear .. . you want 


WEBSTER’S DURAMETRIC 


MULTIKOPY 


CARBON PAPERS 


FREE SAMPLE. Fill out the coupon and staple t 


your company letterhead 
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‘ F. S. WEBSTER Co. 








' 
'W 
' 

+ 17 Amherst Street, Cambridge, Massachusetts ‘Ez 
Gentlemen: Please send me a sample pack of Webster’s B 
Durametric Carbon Paper. ' : 

' 
Os bis &-«.0-0'h edt bnew varaieidarindll de-acceseteaheen dni ,E 
'R 
SONG «0's kxtened<asbineneiaeksesaketecandun ; 
‘Cc 
Ce ee eee ee ee ee eS ,0 
' 
Ra aes with pica 0 elite O type. | 
(make of typewriter) ’ — ; 
I usually make ...... carbons. ; 
cabeabannnermetinanebitils hull 
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TAKE A SUN-O-RAMA HOLIDAY TOUR NOW! 


T wonderful days 


6 romentic nights 


$33 


Rote per person, double 


i Hotel @:35) , 3 
GS) 


occupency Jenuery | thru SARASOTA, 
April 15, 1956 FLORIDA 


Your Hovida Dream Vecalione 
LUXURIOUS HOTEL..... 
.. JADE SWIMMING POOL .... 


5 Reasons to Vacation at 
FOR LOW PACKAGE 


RATES...AND GO 
NOW - PAY LATER PLAN 


The SARASOTA TERRACE 


@®FREE GOLF ON 27 HOLE COURSE 


SEE YOUR LOCAL @ FREE CRUISE IN GULF 


TRAVEL AGENT! @FREE COCKTAIL PARTY 


@® FREE BEACH CABANAS 


NEW SARASOTA TERRACE Hotel 





TEL. RINGLING 2-5311 P.O. BOX 1720, SARASOTA, FLA. 



















MAKE MONEY WRITING 
. « Short paragraphs ! 


You don’t have to be a trained author to make money 
writing. Hundreds now making money every day on short 
paragraphs. I tell you what to write, where and how to 
sell; and supply big list of editors who buy from begin- 
ners. Lots of small checks in a hurry bring cash that adds 
up quickly. No tedious study. Write to sell, right away. 
SEND FOR FREE FACTS 
BENSON BARRETT 
1751 Morse Ave., Dept. 115-0, Chicago 26, Ill. 




















RUN A SPARE-TIME 


CARD & GIFT SHOP 
AT HOME 


if you want to earn extra money for yourself, your church, your 
organization, here is an easy and friendly way to do it in 
your spare time 


NO EXPERIENCE NEEDED 


We will send samples of our new 1956 all-occasion greeting 
cards and gifts. Show them to friends and neighbors — toke 
their orders—and earn up to 100% profit for yourself 


IT COSTS NOTHING TO START 


Send us your name and address. We will rush a full set 
of actual samples on approval with details on how to 
get started 


Mle x GREETING CARD Co. 
DEPT. TS-15, FERNDALE, MICHIGAN 


= 








Are You a Gossip Mute ? 
BY LORAINE LARKIN 


He DO YOU get out of gossiping when you're 
surrounded by gossipers?” my young niece asked 
one day. She had just recently taken a job as a typist 
in a department store. “Every day I hear the girls 
ripping someone apart. How do you exclude yourselt 
without making them think that you're standoffish and 
critical of them for gossiping?” 

| could well appreciate the difficulty of the situation 
mv niece had encountered in her introduction to the 
business world. And then I told her about Helen, the 
assistant bookkeeper in the office where I used to 
work. Out of twenty girls in that office, Helen was the 
only one exempt from the gossip habit. Yet no one 
resented her nonparticipation. 

The gossip habit in this particular office of the firm 
Was so rampant that when a girl left the room she 
would sometimes call back, with a meaningful twinkle, 
“Don't talk about me while I'm gone.” 

Helen had a tactful way of directing our thoughts 
to the “why” of the gossip-victim’s actions. A tongue 
would say, “So-and-so’s gadding around dancing every 
night, that’s why she makes mistakes in her work.” 
Helen would say kindly, “I understand that she had 
very strict parents who never allowed her any freedom. 
Maybe she’s trying to make up for it now.” 

“Why does Elaine go on supporting that lazy broth- 
er?” they'd jibe among themselves. 

“Maybe he’s not well,” Helen suggested. 

We all knew that when our name came up on the 
gossip role, we'd get a fair deal from Helen. We 
learned to respect her so much that her influence grad- 
ually mellowed our tongues. We, too, began to look 
for the “why” behind the actions we condemned. 

We all felt very sorry when Helen moved to an- 
other city. In time, there came a recommendation 
request from her prospective employer. I heard the boss 
dictate his reply. It said, in part: “. .. We were very re- 
luctant to part with her services . . . her ability to get 
along with people is one of her outstanding character- 
istics. She is that rarest of human beings—a gossip 
mute.” 

















ATTENTION 
COURT REPORTER STUDENTS 


Dictation Disc Company has a complete set 
of phonograph records containing a wide 
selection of court reporting material— 
Congressional record dictation, Jury 
charges, 2 & 4 Voice court testimony, 
in all 3 phonograph speeds. Speeds 
range from 140 to 250 wpm. 


For free descriptive literature, write: 


DICTATION DISC CO. Dept. 192-A 
170 Broadway, New York 38, N. Y. 
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The pyramids of Giza, 


near Cairo 


Secretarial EN 
Skills ™ 


(Continued from page 21 


There was, for example, a young woman from the 
far West who indicated her desire to go to Paris. 
When she had completed her training in Washington, 
she was assigned to Saigon, Vietnam. She was disap- 
pointed but went to her post, and we heard no more 
from her until her mother sent us letters she had re- 
ceived from Saigon that speak for themselves: 

“This is truly an adventure in living; and, with each 
new and exciting experience, I appreciate more and 
more the opportunity offered in Foreign Service. It 
is really like a two-year world cruise with a long 
stopover in Saigon for me. ] arrived via Alaska, Tokyo, 
and Hong Kong and will return via Rome, Paris, and 
London. Because of the political activity here. we are 
constantly favored with visits from important and 
interesting world figures, including Government rep- 
resentatives, foreign correspondents, writers, and 
handsome Army and Navy officers. As our Embassy 
staff is small, we work more closely with officials. 
Invitations to teas and dinner parties for VIPs gen- 
erally include all staff members. Let’s face it. We do 
work—and how! It seems quite rugged at tintes; but 
it is exciting and thrilling. | wouldn’t miss it for any- 
thing!” And such places as Bangkok, Penang, Nha- 
trang, and Cambodia, only dots on school maps pre- 
viously, are places that she now visits on weekends 
and short leaves. 


STRONG AMONG ANYONE'S MOTIVATIONS for coming into 
the Foreign Service must be the sense of working 
for one’s country and the desire to contribute to the 
success of its important job in the world today—the 
creation and maintenance of lasting peace. Secretary 
Dulles has said that the members of the American 
Foreign Service are the “shock troops” in the cold war 
and.are always in the vanguard in the search for that 
peace. Travel, foreign lands, good pay, and good op- 
portunities for advancement are, of course, important 
to the individual in considering overseas employment, 
but the concept of service to our country must be 
uppermost in mind. 

Readers of Topay’s Secretary and their friends who 
qualify are urged to apply. To do this, it is only neces- 
sary to send in a resumé of your background and ex- 
perience, or a completed Civil Service Standard Form 
57 to the Employment Division, Department of State, 
Washington 25, D.C. In turn, you will receive addi- 
tional information and your official application forms 
if you meet the requirements. 
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LET US TELL YOU 1 
WHY WE MAKE FILING AND FINDING 4 
OF CORRESPONDENCE EASY i 


SMEAD’S 
TELL-I-VISION SYSTEM 


REG. U.S. PAT. OFF. 


___—> SIMPLE TO LEARN 
IT IS ___—> EASY TO OPERATE 
_——> FLEXIBLE 


—_——> GROWS AS NEEDED 


It is simple to learn because it reads like a book, from 
left to right. Starting on the left the primary guides are 
staggered to permit scanning while their alternating blue 
and orange tabs provide a color signal system. In the 
center of the drawer the green-colored tabs of the mis- 
cellaneous folders stand out prominently for ready 
reference. On the right hand side of the drawer the 
individual name folders often are distinctively marked 
with Smead’s Spi-Roll folder labels available in eight 
different colors for particular classifications. 


TO FILE YOU SIMPLY DO THIS 


1 Locate The Primary Guide. 2 Find The Individual Name Folder. 
(For occasional correspondence file in the green miscellaneous folder) 
3 Insert New Correspondence. (Latest data always to the front) 


And finding is as easy as filing with Smead's Tell-I-Vision System. 








FREE SAMPLE... . This new handout piece.gives 
the “Gals in the office” some valuable tips on good 
filing procedure ... when, where, how to file... 
and what with ...(Smead’s supplies of course). 
It will make a good mailing piece for you deolers. 
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| 
; SMEAD MANUFACTURING CO., INC. | 
| HASTINGS « MINNESOTA 
| Please send us a free copy of your Do's and Don'ts of filing, | 
| Name 
Address _ | 
| City — Zone State | 
| Ordered by ae DEPT. TS 














BEAUTY BUYS 


Pond’s new Angel 
Face “Date” Case—a 
miniature version of 
the original Angel 
Face Mirror Case. A 
wafer-slim square of 
pale pink plastic 
sprinkled with golden 
dreamflowers, the 
“Date” Case has its 
own mirror and puff 
and is filled with famous Angel Face make-up . . . ready to 
apply in seconds any time, anywhere. Available in all eight 
Angel Face shades, blonde, ivory, pink, tawny, blushing, golden, 
bronze, and gypsy. Retails at the miniature price of 79 cents, 
plus tax. 


As natural as a blush 
—Du Barry’s Liquid 
Bloom—the one-shade 
cheek tint that blends 
with all skin tones... 
can be used with ev- 
ery make-up 
Smooth and_ easy- 
flowing. Liquid Bloom 
is simple to apply and 
goes on with just a 
touch of the finger tips. 
The perfect answer 
for anyone who ever had a rouge problem. And the perfect 
answer for maintaining a warm, flattering blush all day long. 
Liquid Bloom never fades out. Available at cosmetic counters 
in drug and department stores. Priced at $1.10, plus tax. 


shade. 





“At Home” glamour 
treatment for beauti- 
ful feet—Sandalstone 
Lava Foam goes to 
work on rough skin, 
corns, callouses, and 
ingrown toenails after 
softening in the warm 
water of shower or 
bath. Whisks away 
unsightly foot trouble 
in a few brief beauty 
treatments. Does not 
harm the skin but brings renewed vigor to the areas treated. 
In no time your soft, smooth feet will save nylon wear and 
snagging. Order by mail for $1.25, postpaid, from House of 
Schiller, Department 396, 180 N. Wacher Drive, Chicago 6, Il. 


Toni’s newest hair 
cosmetic —a_ self-neu- 
tralizing Prom home 
permanent. The user 
simply applies the “no- 
drip” waving cream as 
she winds her curls, 
lets her hair dry on 
the curlers for six 
hours or overnight, 
and brushes out her 
wave. Eliminates both- 
ersome and time-con- 
suming resaturation 
with waving lotion, 
complicated timing, and water rinsing. Features rich, homoge- 
nized waving cream in three lotion strengths, very gentle, reg- 
ular, and super. Waving cream conditions the hair as it waves. 
New Creamery Prom, $2, plus tax. End Curl Prom retails at 
$1.25, plus tax. 
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HOW TO GET ALONG 
WITH EXECUTIVES 


(Continued from page 17) 





cellaneous” mail. Cynthia didn’t 
want anyone to “snoop” into mate- 
rial that might concern her or Mr. 
Smith, and she enjoyed the tidbits 
of information that she picked up. 
Also. when dealing with other exec- 
utives, she would never entrust 
their secretaries with memos or 
papers Mr. Smith wanted delivered. 
Such material always had to be pre- 
sented to the executive himself. 
But. when one of these other sec- 
retaries wanted to see Mr. Smith, 
she was brusquelv informed that 
this was impossible. Everything for 
\Ir. Smith had to go to Cynthia 
first. 


(CYNTHIA ENJOYED BEING “IN THE 
KNOW about company affairs. She 
liked to let others know that her 
boss trusted her with business se- 
crets, and she took pleasure in dis- 
plaving to an executive her knowl- 
edge of his affairs ( personal as well 
as business ). It made her feel im- 
portant—although some of the men 
often seemed uneasy when they 
realized that their highly guarded 
plans were flaunted so blithely by 
a secretary. 

But, without realizing it, Cynthia 
sometimes let her pride make her 
the tool of other executives. When 
they wanted to know Mr. Smith’s 
reactions, they could usually wan- 
gle the information out of Cynthia. 


\[AINTAINING A DISCREET SILENCE is 
sometimes difficult for a secretary. 
When executives occasionally tried 
to pump Jean about Mr. Smith’s 
opinions of them or their ideas, she 
wisely professed ignorance and po- 
litely and diplomatically refused to 
be inveigled into giving out her 
boss’s opinions or into making any 
forecasts of her own. The men 
respected Jean for this. They knew 
that a girl who had the wisdom to 
be discreet about her boss’s busi- 
ness could be trusted not to gossip 
about their plans, either. 

One of the chief reasons for 
Jean’s success with executives was 
that she tried to be as thoughtful 
of them all as she was of her own 
boss. In addition, she did not try 
to assume the privileges of an ex- 
ecutive herself—and, as a result, she 
was often treated as one. 











EMPLOYMENT AGENCY DIRECTORY 


LU Are you looking for a new job? On this page, every 
month, you'll find listed 
sS agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first 


reputable employment 








CHICAGO 





*” High-Paying Chicago 
Market On An 


SECRETARIAL Employer Pay Fee Basis 





a ear ’ 
BIRCH Qualified ane to the 





PLACEMENT 59 E. Madison * Suite 1417 
SPECIALISTS \ CEntral 6-5670 J 





NEW YORK 


AMY LORTON McKAY 
Established 1940 


Personnel Placement—Men & 





Women 
Advertising Industry Publicity 
Airlines Magazines Radio-TV 
Fashion Book Publishing Wall Street 


30 Rockefeller Plaza—Suite 3030—Call CO 5-3988 








Employers Recommend 
ROLAND 
EMPLOYMENT SERVICE 


for high standards, excellent performance, 
and best job applicants. That's why they 
list their best jobs at 

ROLAND EMPLOYMENT SERVICE 
116 S. Michigan FRanklin 2-0320 








DENVER 


Secretarial positions with the finest 
firms in the Advertising, Publishing and 
Business Fields in Midtown—Radio 
City—Grand Central Area are avail- 
able through the Moran Agency 


MORAN AGENCY, 545 Fifth Avenue (45th St.) 











SECURITY EMPLOYMENT SERVICE 


A Good Name to Remember” for the best in 
secretarial positions. Security for the applicant, 
security tor the employer. No registration fee, 
very iow rates 

MRS. MARIE SMITH, Owner 
1312 Broadway KEystone 4-7273 





Where High-Grade Secretaries 
& Top-Grade Positions 
Have Met 
For More Than 25 Years 


Confidentially Contact..... 
eee. 6Miss Marion Steele CO 7-4540 











NEW ORLEANS 


SAN FRANCISCO 





Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 
New Orleans 12, Louisiana 


12 Years Same Management CAnal 4241 














Western Employers Service 
San Francisco's Largest 
NO FEE AGENCY 
Temporary and Permanent Jobs 


995 Market San Fran., Cal. 











Do You Know Your “Nations”? 


BY HELEN 


WATERMAN 


Kea YOU IDENTIFY the “nations” by their descriptions below? For 


example, a word ending with nation identified with quitting your job 


would be resignation. 


l. Ending 1. 
2. A flower 2. 
3. Sprouting 3. 
1. Test 4. 
5. Gift 5. 
6. Daydreams 6. 
7. Masquerade 7. 
8. Crowning 8. 
9. Dawdling 9g. 
10. Inoculation 10. 
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Answers: 
nation UONDULID A “()I 
nation UONDULYSDIIOI “6 
nation UONDUOLOT) *Q 


nation uoyvuossadiy *) 


nation uoynuinpuy “9 
nation uoljwpUuo”g] °C 
nation UONDULUDXT “fF 
nation UONDUIIAT) *E 
nation UONDUIDY) °% 


nation uolpUIMuIa TT *T 
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TODAY’S SECRETARY e February, 1956 





No... 
the IBM Electric 
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...it will do more than any other typewriter 
to help you do a better job — with far less effort! 













ij | Saves energy! Electricity does the work! — touch of a key. Typing gets done so 
] In fact, typing on an IBM Electric for much faster, the IBM will be your 

v * one hour takes less “finger-effort” than favorite typewriter —for good! 
& 5 i three minutes on a manual typewrites Earns praise for you — because the IBM 
* Saves time! The IBM provides real es you the world’s most beautiful 
time-saving features, such as the exclu- tvping. Your boss will bless the day 
sive “Speed Level” keyboard, and car- you suggested calling the IBM man. 


riage return that’s automatic at the So dont wait —suggest it today! 








ELECTRIC _OUTSELL ALL OTHER 
TYPEWRITERS! crecTrRiCcS COMBINED/ 




















TRY THIS 
GREGG-APPROVED 
ESTERBROOK PEN 


et 








su 


Gregg Shorthand was designed to be written 
with a pen. Using anything else can cut your 
speed as much as 10°. And ink-written notes 
stay clear and sharp indefinitely. They’re easier 
to read. Easier to transcribe. 


Today, switch to an Esterbrook Pen for your 
Gregg writing. See the difference it makes. 
Watch yourself pick up speed. Notice how 
much less tired your hand gets. And why not? 


Teachers: Write for FREE Dictation Facts Booklet No. 6 
—‘‘Facts that everyone should know about Fountain Pens.”’ 


THE RIGHT POINT FOR THE WAY 
YOU WRITE GREGG SHORTHAND 


SHORTHAND PEN 


THE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 





WITH THIS 
GREGG-APPROVED 
~~ ESTERBROOK POINT 


FOR MORE SPEED...FOR CLEARER NOTES 








This pen was made especially for Gregg 
Shorthand. And everything about it is Gregg- 
Approved for Shorthand. 


Get your Gregg-Approved Esterbrook Pen at 
the nearest pen counter. The price, complete 
with the special Gregg-Approved point (No. 
1555) is most modest... scarcely more than 
a pair of party nylons. Extra points (to elimi- 
nate the annoyance of repair delays should you 
ever damage the original point) are only 50c. 





MADE IN U.S.A., 
CANADA AND 
ENGLAND 





